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CHAPTER 1 - DEFINITIONS

The following definitions are provided to assist the user in gaining knowledge of the Construction
Management Systems that are described within this document.

CARS

TSO

IMS

CICS

Work Order

Construction Automated Reporting System is a collection of program
procedures that was developed and is currently maintained by the System
Section of the State Construction Office. It runs under the TSO sessions on the
Department’ s mainframe computer. It provides menu options for the many
programs that is used by construction personnel statewide.

Time Sharing Option is one of the department’s mainframe options and allows
usersto run programs under CARS. To use TSO you must have a valid
department mainframe userid. See your District Information Systems Manager
or Central Office Security Administrator who can grant you accessto TSO.

Information Management System is one of the department’s mainframe options
and allows users to view information contained within the databases that are
managed by the department’ s Office of Information Systems. See your District
Information Systems Manager or Central Office Security Administrator who can
grant you accessto IMS.

CICS is one of the Department’s mainframe options and allows users to access
the Department’ s Officevision products that include Personal Services and
Calendar. Persona Services allows users to send and resend e-mail through the
Department’ s mainframe computer and Calendar allows users to manage
individual or group calendars, reserve resources and schedule meetings. See
your District Information Systems Manager or Central Office Security
Administrator who can grant you accessto IMS.

Work Order is used within this document in the generic sense to refer to issues
and/or reasons for a given contract change. Multiple work orders may exist on
any given supplemental agreement or time extension. Each work order will
contain the contract change reason code, dollar amount of change, days granted
for change, responsible party, dollar anount of any premium cost and whether
its for a claim settlement or to extend project limits. Work Orders for
“contingency SAS’ refer to the actual issuance of awork order to the contractor
to do work specified under the “contingency SA” and just like the generic work
order will contain the same information as described for them.
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Contract
Change

Financid
Project
1D

A contract change is defined within this document to be any change to the
original contract amount or changesto the original number of days granted for
the contract. Contract changes can be by Supplemental Agreement, Time
Extension, Granting of Weather Days and Time Suspension.

Financial Project 1D isthe Departments work program identifier for a specific
project within a contract.

Page 2 of 89



CHAPTER 2 - Construction Automated Reporting System (CARYS)
Section 2-1 Main Menu and Program Descriptions

To use any of the systems on the DOT’ s mainframe one must have a user account. Each account
has a user-1d and password. If you don't have an account, contact your District Information
Systems Manager (DISM) or your TSO Security Administrator and ask to have one assigned to
you. See http://infonet.dot.state.fl.us/tlsecurity/list.htm. (DOT network only)

Each user-id has certain security privileges assigned to it. This usually not something your DISM
has control of. Y ou will haveto call or email the office and individuals responsible for the menu
item you want to use. If you change jobs within the department and are given a new user id.,
these privileges do not transfer. Y ou will have to request authority again for the new password.
Please call the contact persons named at the end of this document to get authorization.

With your TSO User-1d, log onto TSO. Again, if you are unfamiliar with this contact your
DISM. Onceinside TSO the following screen will be displayed:

Mast er Application Menu

------------------------- MASTER APPLI CATI ON MENU - - =< s = =cmmmcmma cmeeeaae

USERI D - CN982KL
TI ME - 10: 09

1 | SPF/ PDF - | SPF/ Program Devel opnent Facility TERM NAL - 3278

2 RACF - Resource Access Control Facility PF KEYS - 24

3 ICF - Information Center Facility

4 FOCUS - FOCUs

5 ENG - Use Engi neering Prograns and Services

6 IM - Informati on Managenent Systens

G dSLP - G S Language Processor

S SAS - SAS Di spl ay Manager

11 APPLI CATIONS - DOT Application Systens
X EXIT - Termnate | SPF using list/log defaults

Enter END or press PF3 to termnate | SPF (go to TSO READY pronpt).

Enter HELP or press PFl to obtain information about the avail able options.
To view PF key definitions, type KEYS on COWAND or OPTION |line of any panel.

OPTION ===> 11
F1=HELP F2=SPLI T F3=END FA=RETURN F5=RFI ND F6=RCHANGE
F7=UP F8=DOWN F9=SWAP F10=LEFT F11=RI GHT F12=CURSOR

User Response: Tab down to OPTION ===> and type 11 for Applications and press
[enter].
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The following screen will be displayed:

DOT Application Selection Menu

--------------------- DOT APPLI CATI ON SELECTI ON MENU - - - == == s oo mmemmaa oo

1 FSUTMS - Florida Standard Urban Transportati on Moddel Structure

3 ENG - Engi neering prograns

4 AGG - Aggregate System

5 MAINT - Mai ntenance Operations

6 WEIGHTS - Wei ghts Managenent

7 1M - Informati on Managenent Systens

8 EST - Estimates Systens

9 PSI - Professional Services Information System
10 VPM - Vehicle Permt System
11 CARS - Construction Autonated Reporting System
12 FACUTIL - Construction Materials Facility Database

X EXIT - Exit Application Systens

SELECTI ON ===> 11
F1=HELP F2=SPLI T F3=END FA=RETURN F5=RFI ND F6=RCHANCGE

User Response: Tab down to SELECTION ===> and type 11 for CARS and press [enter].

Afterward, a screen will display with broadcast messages like the one below.

C ONSTRUCTI ON DATE: 02/23/99
- A UTOVATED ————=——————=—-———=—====
- R EPORTI NG =BROADCAST MESSAGES=
- S YSTEM ——=—=—=—=—=—=—===—=========

SUBJECT: NEW SA TRACKI NG SYSTEM

R I S R Rk I R R Sk kR I I kb kS R R e o

| MPORTANT! 111 | MPORTANT! ! 1] | MPORTANT! 1 1] | MPORTANT! ']
R I S R R O R Ik S R R bk I Rk kR kO
SUPPLEMENTAL AGREEMENT PROCRAMS ARE CURRENTLY BEI NG REWRI TTEN TO
ACCOVMODATE SYSTEM CHANGES. ONE PROGRAM HAS BEEN COVPLETED AND CAN BE
ACCESSED BY CHOOSI NG OPTI ON 10 ( CONTRACT CHANGE TRACKI NG SYSTEM AND
THEN OPTI ON 4 ( SUPPLEMENTAL AGREEMENT PROGRAMS). WE ARE TRYI NG TO
| NCORPORATE SUGGESTI ONS THAT HAVE BEEN SENT IN. | F YOU HAVE ANY
QUESTI ONS OR COMMENTS PLEASE SEND AN E- MAIL TO CN982KL OR CN982QT.

R I S I R I R Rk I kb R R b Ok R I O

I F YOU HAVE ANY QUESTI ONS CALL KATHY LOVETT AT SC 994-4139 OR QUI NTON
TI LLMAN AT SC 994-4156.
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(these are aways interesting and timely). Just press [enter] to continue on. Also, if you see three

asterisk *** | press enter to continue.

Eventually, the following screen will be displayed:

USER CN982QT
LAST OPTI ON EXECUTED:

4 - DELI NQUENT CONTRACTS
8 - CONTRACT FAI NS TRACKI NG

12 - CONTRACTOR SUSPENSI ON
17 - CONTRACTOR DEBARMENT

ENTER OPTI ON NUMBER ===>

CARS

1 - CONTRACTOR PAST PERFORMANCE

REPORTS 10 - CONTRACT CHANGE TRACKI NG
14 - TRAI NI NG REPORTS/ TRACKI NG

DATE: 02/23/99
TIME: 9:10 PM

MAI N ME N U

- CONTRACT CLAI MS TRACKI NG
- I NVOKE CRS MASTER MENU
PRODUCE CONTRACT CONDI Tl ON
11 - QUALI FI ED PRODUCTS LI ST
- CARS DCP MENU
- CONTRACTOR NON- COVPLI ANCE
- EXIT CARS

o w O©oN
1

X2

Congratulations! Y ou are now at the Construction Automated Reports (CARS) menu. If you
have difficulty with this system, and you will, call the number listed below. Please note the menu

item you are having problems with.
Program

1. Contractor Past Perfromance

N

. Contract Claims Tracking

SN

. Delinquent Contracts

6. Invoke CRS Master Menu

(o]

. Contract FAINS Tracking

9. Produce Contract Condition Rpt

10. Contract Change Tracking

Program Description

Contractor Performance grading and evaluation for a
contractor for a specific contract.

Information related to Construction Claims submitted by
contractor. Information is entered by contract and claim
date.

Information related to contracts that are delinquent.

Not included in this handbook

Information related to Federal Aid Ineligibility notices
received by the Department for specific work on contracts.

Not included in this handbook

Information related to any contract change approved by the
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11.

12.

13.

14.

16.

17.

Qualified Products List

Contractor Suspension

CARS DCP Menu

Training Reports/Tracking

Contractor Non-Compliance

Contractor Debarment

X. Exit CARS

Department. Contract changes are Supplemental
Agreements, Time Extensions, Weather Days and Time.
Information related to al products that have been accepted
for use on FDOT projects either by certification or
independent testing.

Information to identify contractors that have been
suspended from the bidding process by the Department for
cause.

Not included in this handbook
Information related to individuals that have completed
specific required training courses and current status of
certification.

Information related to contractors non compliance with
wage rates requirments for a specific contract.

Information related to contractors that have been Debarred
from bidding for cause.

Allows uses to exit the CARS menu.
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Chapter 2
Section 2-2 Contractor Past Performance Rating System

CARS Menu Option 1

The Contractor Past Performance Rating system (CPPR) is an automated system
on the Department’ s mainframe computer for the objective analysis of a
contractor's performance on Department contracts in excess of $250,000. The
CPPR system asks users 46 questions about the contractor's performance. The
individual question called items bv the procedure, are answered by the Project
Personnel and advanced to the Resident Engineer for hig’her review. District
Construction Engineers have the ability to view contract ratings. Individual items
are rated by the Department using previoudly established objective standards.
After the items are finalized, the score is computed by the svstem and recorded

Contractor Past Perfornmance Rating

CPPR Mai n Menu I
‘ Proj ect | nput I Resi dent R E I ‘ DCE Revi ew I

‘ Procedur e I ‘ Exi t I

PLACE CURSOR ON YOUR SELECTI ON AND PRESS THE ENTER KEY.
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APPLICATION

The Construction Project Administration Manual(CPAM, 1995ed, Ch. 7, Sec. 1) isthe
governing document for establishing the contractors demonstrated performance and the use of the
CPPR system. Essentialy all contractors whose ongoing contracts have a final acceptance date
after September 2, 1995, and where the original bid amount is greater than $250,000 are required
to be rated using this system.

ACCESS

CPPR is accessible using a Time Sharing Option (TSO) session, from the Construction
Automated Reporting System (CARS) menu. The CPPR system has three levels of access, data
input, report view, update;

Datalnput Thislevel is given to everyone who accesses the system. Thislevel isintended for
use by project personnel who will input the bulk of the information into the system.
It will allow them into the PROJECT INPUT section of the system (see figure 4).
With this level of access one can print an interim report, preliminary report, a copy
of the procedure, and afield performance rating criteria (blank form).

Report View Thislevel isintended for use by District Construction Engineers. It will allow
theminto the DCE REVIEW section of the system. (seefigure 4) With this
DCE’ s will be able to view specific contract ratings and view progress among
resident offices.

Update Thislevel isintended for Department personnel who are responsible for meeting
with the contractor and assigning the final ratings. Primarily, this will be
Department Resident Engineers but with some districts this may include consultant
personnel. Thislevel will allow accessto the RESIDENT R/E (Resident Review
and Edit) section of the system. (seefigure 4). With this level of access one has
control over the work flow of the contract rating document. The user can advance
the rating from PRELIMINARY to INITIAL, print the initia rating forms, advance
the rating from INITIAL to FINAL, and print the final score.

RATING DOCUMENT FLOW
The document flow for a contract rating is processed in three phases, PRELIMINARY, INITIAL,
and FINAL. A detailed description of the process can be found in the previoudly referenced

procedure ( CPAM, 1995ed, Ch. 7, Sec. 1). Also, aflow chart can be found as attachment 2 of
the procedure.
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Log onto TSO and CARS as described in the beginning of Chaper 2. Select option 1. If you see
something that looks like ( figure 4 below ), then congratulations you have reached the CPPR
main menu. CPPR has an icon driven menu. The desired icon can be selected by moving the
cursor to the icon using the [tab] key and pressing [enter]. Likewise, holding down the [shift] key
and pressing [tab] will move the cursor backward. Some sections of CPPR have pull-down
menus. With the pull-down menus, use the [tab] and [shift]+[tab] to move left and right, and the
arrow keysto move up and down. Once inside CPPR, pay close attention to the message boxes
that some screens have at the bottom. They contain instructions as to the contract you are
currently rating, and how to proceed. Before you become totally emersed in rating your current
contracts, be sure you know the current key mapping for your workstation. If you are not using a
mainframe keyboard, you may have to use a combination of key strokesto press the equivalent
key. Also, know the printer 1D of the mainframe printer nearest you. Happy computing ( .

THE PRECONSTRUCTION CONFERENCE

The procedure ( CPAM, Ch. 7, Sec. 1, procedure, Part B) requires that a the contractor be
given a copy of the Field Performance Rating Criteria (a fancy name for a blank form). Moveto
the PROJECT INPUT icon (see figure 4 above) on the main menu and press [enter]. The next
screen will be the PROJECT PRINT MENU. On that menu move to an icon labled FPR
CRITERIA and press [enter]. The next screen isastandard print screen. Press [tab] once to
move to the Remote Printer ID field. Type the remote printer ID press[PF3] to print. To learn
more about using the standard print screen, seethe ROUTING PRINTOUT... section.

PROJECT INPUT

Preliminary input can begin shortly after a contract islet. The contract and project information is
extracted from the Construction Reporting System (CRS) and the District Contract Prototype
(DCP) on amonthly basis. If aproject is ongoing, you should be able to rate the contractor using
the CPPR system. As stated in a previous section, all users have access to the PROJECT INPUT
section.

To rate a contractor, move to the PROJECT INPUT icon and press [enter]. When the project

input screen opens, the cursor isonthe INPUT RATING icon ( seefigure5). Press[enter]
again. If acontract isnot currently selected, a selection list will pop up (see figure 6 below).
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Contractor Past Performance Rating

Project Input Menu

S

PLACE CURE0OR ON YOUR ZSELECTION AMD PRESS THE ENTER KEY.

EH ] fia A Terminal ? 14:87 18/18,95
Figure5

Otherwise, the system will go directly into the rating form. The list contains most ongoing
contracts in the state and may contain over 1000 contracts. Paging up or down will take some
time. The best way to find your contract isto press [PF12]. Thiswill move your cursor to the

number. If yoursisadistrict let contract the contract number will begin with a capital letter ‘E’.
This should bring the contract number in view. Press[enter] again and the contract information
will be displayed. If the information is correct and thisis the desired contract press [PF3] to
continue or [PF4] to cancel.

The next screen will have three options Section |, I

Section |1, and Previous menu. Start With SeCtion [l ewe cursor 1o desired contract & press eNTER

I by pr ng [er]ta’] . %Ctlon I has 4 TOpICSA1 B7044 87906-9299 TRI ANGLE MAINTENANCE SERVICE
B, C& D. Withyour cursor on A press[enter]. W i $5595-0556 Karsek & TILLNAN CORSTRUCTORS
This will bring up a screen like figure 7. Take B £1575 oo001 3512 BETTER RORDS OF LAKE PLACID

E1580 99001-3513 BETTER ROADS INC.

note of the box at the bottom of the screen. It _
will tell you the current contract number, lead Figure6
project number, and the contractor whom you are

rating. There are two types of answersin the CPPR system. Some Topics are answered Y es or
No, and some are given objective ratings. At this point your screen should look something like
figure 7. There are two blank spaces under each item. One says Answer and the
other is at the right-hand side of the screen under a heading of RATING VALUES. The cursor
should be in the blank beside Answer. Type a question mark “?’ and press [enter]. A dialog box
will drop down with valid responsesin that Topic. Use the down arrow key to move to the
desired response and press [enter]. The selected response is written to the answer field, a
corresponding rating value in the blank to the right, and the cursor movesto the next item. It is
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= FXTRAI A - Terminal B

B *xx BEGINNING OF FORM xx* RATING UALUES
# 1. Subnitted subcontract requests in a timely manner

(Reasonably prior to the subcontractor being needed

on the job). Rating responce help

Ansuer: COMMAND ===>

. Rental agreeme HAKE ONE SELECTION.

dep loyment of
Ansuer: Eluays 1007 of the time
Usually B0-99% of the time
. Certification Generally 60-797 of the time
are delivered Intermitantly 40-59% of the time
Ansuer: Seldom 1-39% of the time
Never 04 of the time

. Invoices and d
used.
Ancuer:

LYOU ARE CURRENTLY RATING - ..o i e i et et ettt e aeeaans
. Contract: DUMMY Project: $5385-5585 KAYSER & TILLMAN CONSTRUCTORS

. Please ansuwer all questions before using PF keys

. PF3-S8ave & continue PF4-Cancel & Return PFT-Page Up PF8-Page Doun

2L _Aa A Terminal R 10 C 27 _11:10 11/14/95
Figure7

not necessary to type a question mark. The program will accept the full text or an abbreviation of
avalid response. Never type a number such as the rating value, the program will not accept it.
The rating values are input for you based on your answer. For example, in Section |, Topic A
type“ Y” inthe answer field and press [enter]. The program will accept it as YES and put a5 asa
rating value. Likewise, in a Rated Topic, type the first two letters of avalid response and the
program will accept it. Type“AL”, press[enter], and the program will accept it as“ ALWAY S’
and put a 10 as arating value.

Section |, TopicsA & B, and Section |1, Topic H require ayes/no answer. All others require the

objective ratings. If you are ever in doubt, just type a question mark “?’ in the Answer blank and
press [enter]. The lists below shows valid responses to the Answer field and abbreviations:
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YES/NO RATINGS

y yes a aways %100 of the time

n no us usualy %80 to %99 of the time

na not applicable ge generdly %60 to %79 of the time
in  intermitantly %40 to %59 of the time
e seldom %1 to %39 of the time
ne never total non-compliance.

na not applicable

If you select “not applicable” as an answer, a negative one (-1) will show as the rating value. Do
not be aarmed, thisis only aflag to the computer NOT to include that item in the calculation of
the final score. It does not count against the contractor or reduce his’her score by any amount.

Continue to answer each item. If you make an error and have already pressed [enter] to go to the
next item, wait until you reach the bottom of the form to correct it. In some Topics the formis
longer than the computer screen. When you reach the bottom of the screen the form will scroll to
the next item each time you press [enter]. When the bottom of the form is reached, the [PF7] and
[PF8] keys may be used to page upward and downward respectively. To correct an error erase
the contents of the Answer field, type a new response, and press [enter].

Once all the answers are satisfactory, press[PF3]  ESIIiELTEVAETEN RO E LY.

to save your work. A box will open as shown in COMMAND ===>
figure 8. It shows your user ID and a date:itime PRELIMINARY RATING
Siamp Y our user ID and the date & time have Contract number DUMMY has been updated

been recorded in the database as being the last one | by CN9820T  on  14NOU95:11:09:49.5
to make changes to this contract. Thisis your
reassurance that your work has been saved. Press
[PF3] again to close the box. If, when you finished
the form, you had wanted to cancel and not save
anything, pressing [PF4] will cancel and return you to a previous menu.

Press PF3 to continue

Figure8

Continue through each topic as described above. If you wish to change any of the ratings that you
have previously input, reopen that Topic. Y ou will notice that the previous responses are still
there. Usethe [tab] key or the [PF7] and [PF8] keys to move to the item you want to change.
Clear the Answer field and type the new response. After all the topics have been completed, the
contract rating is ready to be Advanced by the Resident Engineer.
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Contractor Past Performance Rating

Perforaance Rating Print Henu
Interin Field Prelis, Field FPR Criteria

PFLACE CURSOR OM YOUR SELECTION AMD PRESS THE EMTER KEY

fla A Termimal € 33 9:58

Figure9

PRINTING A FIELD PERFORMANCE RATING

The procedure ( CPAM 1995ed., Ch. 7, Sec. 1, procedure, Part D ) requires that a Preliminary
Field Performance Rating be printed and given to the Resident Engineer for review upon final
acceptance of the contract work by the resident. Also, if the contract exceeds ten million dollars
($10,000,000) or exceedstwo (2) years contract duration, (Part E) of the above referenced
procedure requires an Interim Field Performance Rating at the fiscal midpoint of the contract.
Either of these can be printed from the Project Input Menu (see figure 5). Using the [tab] key,
move to the Print Menu icon and press [enter]. The next screen should look like figure 9.
When you move the cursor to desired icon and press [enter] a selection list will appear. 1f you
selected the Interim Field icon the selection list will show only those contracts that meet the
criteriarequiring an interim rating. Likewise, if you select Prelim. Field icon al preliminary
contracts will show in the selection list. The list works the same as the one for Project Input (see
figure 6). Once the contract is selected refer to the ROUTING PRINTOUT ... section to use
the Printer menu.
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Elie Edir j.,rm:ln Dplians LConneclion Macre  Pindas Help
NG FER S S B O e ()

EDTII' I'I.I:+ﬂr Fd=+ P‘ﬂT‘FﬂT sance Rﬂ‘l’ i ng

Resident R/E Henu
Advance Cont. i Select Comt. Edit Rating

PLACE CURSOR ON YOUR SELECTION AND PRESS THE ENTER KEY.

fla A Terminal R9 C14 16:14 11716795
Figure 10

ADVANCEMENT OF A PRELIMINARY CONTRACT

All contract advancements are done by the Resident Engineers. Before you advance a contract it
isto your benifit to make sure that the project personnel have responded to all of the itemsin each
topic. From the CPPR Main Menu move to the Resident R/E (Review & Edit) icon and press
[enter] (Seefigure4). An access level of Updateisrequired to accessthisicon. If you have the
necessary access your screen should look like figure 10. Otherwise, a message box will appear
telling you that you do not have sufficient access. If you are a Resident Engineer or function in
the same capacity as a Resident Engineer and you get an insufficient access message, contact the
State Construction Office at the number found in the front of this booklet.

From the Resident R/E M enu, move to the Advance Cont. icon and press [enter]. A selection
box will appear. It should look like figure 11 . 1t works the same as the project selection box.
One difference you may notice is
that the status of the contract is
shown in the second column. This
list will show all Preliminary and :
Initial contractsin your district. Use |
the [PF8] and [PF7] keysto page
through the list. Use the arrow keys |
to place the cursor onthe desired |

. Select Data
B COMHAND ===> find DUMMY

Hove cursor to desired contract & press ENTER

B7044 Preliminary 87906-9299 TRI ANGLE HAINTENANCE SERVICE
B7045 Preliminary 87906-9305 TRI ANGLE MAINTENANCE SERVICE
DUMMY Preliminary $$$$$-$$$$ KAYSER & TILLMAN CONSTRUCTORS
E1540 Preliminary 99001-3585 GULFPOINT CONSTRUCTION CO INC
E1579 Preliminary 99001-3512 BETTER ROADS OF LAKE PLACID

E1580 Preliminary 99001-3513 BETTER ROADS INC.

Figure6
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contract and press [enter]. Or, if you prefer, use the find command to select your contract. Press
[PF12] to put the cursor at the command line. Typefind [space], the five digit state contract
number, and press [enter]. Press[enter] again and the contract information will be displayed. If
the information is correct and thisis the desired contract press [PF3] to continue or [PF4] to
cancel.

As mentioned previoudly, your project personnel need to respond to each item. Asyou advance
this contract rating to Initial, you are identified as the owner of the contract. From this point on,
only the owner will have the ability

Harning

to inDUt or edit items. If there are You are about to advance a contract from PRELIMINARY
items that have not been responded to INITIAL . Be sure that you or your project

to awarning screen will appear like [ persommel address each item under each topic. The

following topics have unansuered items:

the oneinfigure 12. Press[PF3] to
close the box. Only the owner will IB IIA IIB IIC IID IIE IIF IIG IIH
have the ability to print afina field
report, or afina score. If there are If you have unansuered items in the above 'I'opic(s],.

. . cancel the advancement when you return to the previous
unanswered items you can till screen.
advance the contract rating, but you Press PF3 to close this box
will have to fill in the blanks where
your project personnel left off.

Figure12

If all goes well the advancement menu will appear as shown in figure 13. Press[PF3] and the
contract rating will be advanced to initial, [ PF4] P S ——— p———p—

and the contract remains as a preliminary. After the § comnanp ===

contract rating has been advanced it isa good idea

to view your contract rating. To view the contents Conhaﬁ”ii:bz:;bhﬂ" cg’:ﬂ“:?:ﬁﬁanced
see the ROUTING PRINTOUT... section. from PRELIMINGRY +o INITIAL

by QUINTON TILLHAN
on NOUEMBER 16, 1995

Press PF3 to Advance
Press PF4 to Cancel

Figure13

EDIT AN INITIAL CONTRACT
All changes to aninitial contract must be done by the Resident Engineer. Once a Resident

Engineer advances a contract to Initial, only that Resident may edit responses to items on the
rating form. Project personnel no longer have accessto it. From the CPPR Main Menu move to
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the Resident R/E (Review & Edit) icon and press [enter] (Seefigure 4). An access level of
Update is required to access thisicon. If you have the necessary access your screen should look
like figure 10. Otherwise, a message box will appear telling you that you do not have sufficient
access. If you are a Resident Engineer or function in the same capacity as a Resident Engineer
and you get an insufficient access message, contact the State Construction Office at the number
found in the front of this booklet.

The edit for aninitial contract works the same as for a preliminary. Refer to the Project | nput
section on page 5.

PRINTING AN INITIAL FIELD PERFORMANCE RATING

The procedure ( CPAM 1995ed., Ch. 7, Sec. 1, procedure, Part E ) requires that an Initial Field
Performance Rating be printed and given to the Resident Engineer for review upon final
acceptance of the contract work by the resident. Using the [tab] key, move to the Print Menu
icon and press [enter]. Next, move the cursor to Initial Field icon and press [enter]. A selection
list will appear. The selection list will show only those contracts that you have advanced to
Initial. Move to the desired contract and press [enter]. Then press [PF3]. Once the contract is
selected refer to the ROUTING PRINTOUT ... section to use the Printer menu.

ADVANCEMENT OF AN INITIAL CONTRACT

The process of advancement from an initial rating to afinal rating isidentical to that for
advancement from preliminary rating to initial with afew exceptions. Refer to the Advancement
of a Preliminary Contract section beginning on page 9. One of the biggest exceptionsis that
once you advance to final you no longer have the ability to change the rating. When you advance
to afinal rating the final scoreis calculated. Y ou will be able to view and print, but the final score
is unchangable. Before the rating is advanced to final all items must be answered. There can be
no blanks. If there are, ascore will not be calculated and the rating will not be advanced.

PRINTING A FINAL FIELD PERFORMANCE RATING

The procedure ( CPAM 1995ed., Ch. 7, Sec. 1, procedure, Part F) requiresthat a Final Field
Performance Rating be printed no later than 45 calendar days from the final acceptance of the
contract work by the resident. Using the [tab] key, move to the Print M enu icon and press
[enter]. Next, move the cursor to Final Field icon and press [enter]. A selection list will appear.
The selection list will show only those contracts that you have advanced to Final status. Moveto
the desired contract and press [enter]. Then press [PF3]. Once the contract is selected refer to
the ROUTING PRINTOUT ... section to use the Printer menu.

Page 16 of 89



PRINTING A FINAL SCORE

The procedure ( CPAM 1995ed., Ch. 7, Sec. 1, procedure, Part G ) requiresthat a Final Score
be printed and forwarded to the contractor no later than seven calendar days after the Final Field
Performance Rating. Using the [tab] key, move to the Print Menu icon and press [enter]. Next,
move the cursor to Final Scoreicon and press[enter]. A selection list will appear. The selection
list will show only those contracts that you have advanced to Final. Move to the desired contract
and press [enter]. Then press[PF3]. Once the contract is selected refer to the ROUTING
PRINTOUT ... section to use the Printer menu.

ROUTING PRINTOUT

Printer Destination

ThrOUgh out the CPPR Wsiem @ To VIEH output, place the CURSOR on the ICON below and
.. press enter. Hhile in vieuw mode, use the follouing key

there are many print icons. After def initions:

selecting the contract and type of PF3-End PF7-Up PF8-Doun PF10-Left PF11-Right

rating you want to print, a screen
like figure 15 will appear. When it
opens the cursor ison the View
Report icon. If you want to view @ To Print, enter your TS0 prir.ﬂ'er clleS'I'ina'I'ion or type 7
the OUtpUtjUﬁ press [enter] :::bz:ezi i::?:sf::s?rz:.lechon list. MNext, enter the
Before you do, take note of the

function key definitions just above Renote==> RNTJ1Z Lopies==> 1
theicon. You will need to know

how to move aroud once you are

in the viewer. Pre$[p|:3] to end PF3-Print end return to previous menu PF4-Cancel print
the viewer. To print the output
press [tab] once to moveto the
Remote==> field. Enter the
remote printer address. Example: RMT???22. If you do not know the remote id, you can input the
full Ilterm for that printer. Example: LTCN????. Press [tab] again and input the number of copies
you desire ( the default is1). To route the output to you printer press [PF3], otherwise press
[PF4] to cancel and return to the previous menu.

( UIEH REPORT )

Figure 10
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Chapter 2
Section 2-3 Claims Tracking System

CARS Menu Option 2

MENUL
COMMAND ===>

CLAI M5 TRACKI NG MAI N MENU

CHOOSE ONE COF THE FOLLOW NG

- EDIT CLAI M5 TRACKI NG FI LE

PRI NT CLAI M5 TRACKI NG REPORT FOR A
SELECTED FI NPRQJ

3 - PRINT CLAI M5 TRACKI NG REPORT FOR A
SELECTED DI STRI CT & SUMVARI ZED REPORT

N~
'

4 - PRINT CLAI M5 TRACKI NG REPCRT FCOR THE
ENTI RE STATE & SUMVARI ZED REPORT

5 - VIEW CLAI M5 HI STORY BY FI NPRQJ

6 - PRINT STATE SUMVARY REPORT

7 - PRINT DI STRI CT SUMVARY REPORT

8 - PRINT FREQUENCY AND PI E CHARTS

9 - PRINT REPORT BY SELECTED DATE

X - EXIT CLAI M5 TRACKI NG SYSTEM

ENTER SELECTI ON HERE ===>

CARS Menu Option 2 - Submenu Option 1
Anyone desiring to use the Contract Claims Tracking System must have a TSO User-id. If you
don't have one, contact your District Information System Manager or your Central Office Security

“FSEDI T MYLI B. CLAI MR- - - = = = -« = o e e e et eeoeec e OBS 1 SCREEN 1
COMVAND ===>

CONTRACT CLAI M5 TRACKI NG ENTRY SCREEN

DISTRICT: 02 FIN PRQJ. NO.: 20758415201 LETTING DATE: ( YYMVDD)
JOB NUMBER: 26060- 3533 FEDERAL AID JOB: NO (YES/ NO
CLAI M CODE(S): 02 __ STATUS CODE: 10
AMOUNT CLAI MED: $6, 221. 55 CLAI M DATE: 07/22/85 (YYMVDD)
SETTLEMENT AMOUNT: $5,000. 00 SETTLEMENT DATE: 02/ 07/86 (YYMWD)
REVISED: _ NEWCLAIM _  STATUS: | (A=ACTIVE | =I NACTI VE)

CONTRACTOR NAME: ODOM TANK COMPANY
DESCRI PTI ON: Pl LE JACKET LENGTHS I N FI ELD DI FFERED
FROM PLANS. NOTE ON PLANS STATED FOR
CONTRACTOR TO VERI FY JACKET LENGTHS.
========> M N -CONTRACT <========
PF5=REPEAT FI ND COVIVAND PF9=ADD RECORD
PF1=HELP PF3=END EDI T PF6=DUP RECORD PF7=PREVI OUS RECORD PF8=NEXT RECORD
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Administrator and have one assigned for you. Once a TSO User-id is obtained, logon to TSO.
Upon receiving aREADY prompt, type in CARS and press the Enter key. The system will
respond with a welcome screen, press Enter and the Main Menu will appear.

Select option number 2 (Contract Claims Tracking) and press the Enter key. Thiswill bring up the
Contract Claims Tracking Main Menu.

To add or update the Claims Tracking Database, select option A and press the Enter Key. The
system will ask you to enter your password (please contact the Office of Construction, System
Section at Suncom 994-4150 to get your password). Once you enter your password, you will gain
entry into the Claims Tracking Database under edit mode.

In order to edit the Claims Database there are certain commands and PF key functions that you
must know. Listed below are the most widely used commands and PF keys.

To end edit and return to the Claims Tracking Master Menu, press the PF-3 key.

To make aduplicate of arecord, press the PF-6 key.

To page backward in the Database, press the PF-7 key.

To page forward in the Database, press the PF-8 key.

To add arecord, press the PF-9 key.

To delete arecord, type DEL on the command line and press Enter.

To cancel achange, type CANCEL on the command line and press Enter.

To locate ajob in the Database, type a 1 on the command line and press Enter. Then type L and
the job number (i.e. L 10120-3511). If there are multiple claims on the same job, press the PF-8

key until you come to the claim desired.

Dates should be entered in a"year,month,day” format (i.e. 11/23/87 would be entered as 871123).
The system will format for you.

Dollar amounts should be entered without $ signs or commas (i.e. $103,278.00 would be entered
as 103278.00). The system will format automatically.

All other selections on the Claims Tracking Main Menu involve output of some sort. Sufficient
information has been supplied with each option to ensure successful execution. 1f you have any
problems, questions or comments concerning this system, please call Office of Construction,
System Section at Suncom 994-4150.
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CHAPTER 2

Section 2-4 Contractor Delinquency System

CARS Menu Option 4

Contract or Del i nquency Main Menu Screen

MENUL
COVVAND ===>
CONTRACTOR DELI NQUENCY MAI N MENU
CHOOSE ONE OF THE FOLLOW NG
- BROWSE CONTRACTOR DELI NQUENCY FI LE
- LIST JOBS I N DELI NQUENCY FI LE
- RUN CONTRACT CONDI TI ON REPORT

- PRINT LATEST S. A & DELI NQUENT CONTRACT REPORT
- PRINT LATEST EXCESSI VE CONTRACT CHANGE REPORT

X OUOAWNPR

- EXIT DELI NQUENCY SYSTEM

ENTER SELECTI ON HERE ===>

User Response: To browse the contractor delinquency file, tab down to ENTER
SELECTION HERE ===> and type 1 and press [enter].

The following screen will be displayed:

Openi ng Dat abase Screen

OPENI NG DATABASE

--- PLEASE WAIT ---

User Response: It will take a few seconds to open the delinquency file to be browsed.
Please be patient.
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The following screen will be displayed:

Contract or Delinquency File Screen

- FSBROWSE MyLI B. DELI N@
COVVAND ===>

CONTRACTOR DEL

District: Job

Contract or Nane:

05

Ti me Extension:
Prelimnary Default

letter:

Surety Conpany:

Comment s:

OBS 16 SCREEN 1

NQUENCY SCREEN
k:

CARROLL CONTRACTI NG COMPANY

Job No: 02010- 3517

Green Card Received: 10/23/87 _
Green Card Received: 12/22/87 _
Admi ni strative Hearing: YES

Final Default letter:

Fi nancial Project ID 23778615201
7% Letter Sent: 06/05/1987
Prelimnary Notice Sent: 10/21/87
Final Notice Sent: 12/14/87

FI DELI TY & DEPCSI T

PF1= HELP

User Response:

PF KEY DEFI NI TI ONS

PF9= ADD RECORD

Y ou will be in taken into the browse mode which will not allow any

editing. The PF8 key will take you to the next record and PF7 will take
you to the previous record. If you want to locate a specific financial
project number, on the COMMAND LINE type L followed by the 11
digit financial 1D number you wish to look for and press [enter]. To get

alist of financia project
Contractor Delinquency
screen will be displayed.

Li st of Financial Project

numbers in the system, select option 2 from the
Main Menu and press [enter]. The following

IDs in File Screen

FSLI ST: CN982KL. CARS. QUTPUT
COVWAND ===>

19052415201
19378615202
19383115201
19400115201
19409015202
19417815201
19419215201
19447015201
19450915201
19534815201
19537215201

19061915201
19379215201
19385615202
19400315201
19409515201
19417915201
19420315201
19448915201
19523815201
19534915201
19537715201

19065515201
19379915202
19390015201
19401515201
19409715201
19418515201
19443615201
19449215201
19523915201
19535015201
19538415201

Page

19067515201
19380615201
19390215202
19402815202
19409815201
19418615201
19443815201
19449315201
19525915201
19536015201
19539115201
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19085515201
19380715201
19398515201
19406715201
19413515202
19419115201
19445415202
19449715201
19531815201
19536815201
19539815201

19377415201
19381115201
19399615201
19407115201
19417415201
19419215201
19445615202
19449815201
19532215201
19536915201
19542615201




User Response: Press PF3 to go back to the Contractor Delinquency Main Menu. From
the menu type a 3 and press [enter] to run the Contract Condition Report.
The following screen will be displayed.

Contract Condition Report Screen

THI'S PROCEDURE W LL SUBM T A RUN TO PRODUCE THE CONTRACT
CONDI TI ON REPORT. THI'S SHOULD BE RUN ONLY AFTER THE
MONTHLY ESTI MATE CYCLE | S COVPLETE.

PRESS ENTER TO CONTI NUE, ENTER X TO EXIT W THOUT RUNNI NG
THE REPORT ===>

User Response: Press [enter] and the following screen will be displayed.

Send Report Screen

THI' S REPORT W LL GO DI RECTLY TO THE PRI NTER OF YOUR CHO CE
UNLESS YOU WANT TO REDI RECT I T TO THE OUTPUT QUEUE.

ENTER Q TO SEND TO OUTPUT QUEUE OR PRESS ENTER TO
GO DI RECTLY TO PRI NTER ==>

User Response: Enter aQ and press [enter] to send the output to |OF or just press [enter]
to send the output to your default printer. The following screen will be

displayed.
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Redirected Print Screen

DELI NQUENT REPORT HAS BEEN REDI RECTED TO THE OUTPUT QUEUE,
USE IOF TO RETRI EVE AND PRI NT

PRESS ENTER TO CONTI NUE. . ..

User Response: Press the [enter] key to continue. The following screen will be displayed.

Job Subm tted Screen

JOB SUBM TTED, PLEASE USE | COF TO PROCESS QUTPUT FROM
JOB CN982KL3

PRESS <ENTER> TO RETURN TO MAI N MENU.. ..

User Response: Pressing the [enter] key will take you back to the main menu. If you
routed your print to |OF you must go to |OF to view or print the output
from the report. If you directed the report to your printer, you can pick up
the print as soon as the job has executed. From the main menu, type a4 on
the ENTER SELECTION HERE ===> and press [enter].

The following screen will be displayed:
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Print Subcommand Screen

PRI NT Subcommand (C) Copyright Applied Software, Inc. 1980-1997
' CN982KL. SA. REPORT. MAR99'

Sysout cl ass desired A (Blank for default)
Qut put destination = __ (Blank for default)
No. of copies desired 1 (Blank defaults to 1)
No. of |ines/page (Blank for default)

Forns desired
UCS train desired
FCB nanme desired

(Fornms for printed output)
(Blank for default)
(Fornms Control Buffer nane)

W mamnn
(o]
o

Hel d out put ? = NO (YES or NO
ASA Carriage Control = __ (YES, NO or bl ank)
Convert to uppercase? = NO (YES or NO
Save parns in profile? = YES (YES or NO
Print 3-1ine header? = YES (YES or NO

Optional header text

Depress ENTER to continue or a PFK to term nate

User Response: Tab down to Output Destination and type a printer number or leave blank
to go to your default printer. If you want more than 1 copy, tab down to
No. of Copies Desired and enter in the amount of copies you want printed
and press [enter]. You will be taken back to the menu where you can
select option 5 to print the Excessive Contract Report. Y ou will be taken
to the same screen as above where you can direct your print.

To exit the Delinquent Contracts Option, just type in X and press [enter] to be taken back to the
CARS Main Menu.
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CHAPTER 2

Section 2-5 FAINS Tracking System

CARS Menu Option 8

The following screen will be displayed:

Contract FAINS Tracking Main Menu Screen

MENU1
COVMVAND ===>

1
2
3
4
5
6
7
8
X

ENTER SELECTI ON HERE ===>

FAI' NS TRACKI NG MAI N MENU
CHOOSE ONE OF THE FOLLOW NG

BROWSE FAI NS TRACKI NG FI LE

PRI NT FAI'NS TRACKI NG REPORT FCR A
SELECTED FI NPRQJ

PRI NT FAI'NS TRACKI NG REPORT FCR A
SELECTED DI STRI CT

PRI NT FAI' NS TRACKI NG REPORT FOR THE
ENTI RE STATE

VIEW A FAINS ON A SELECTED FI NPRQJ
VIEW A LI ST OF FINPRQJS I N FAINS FI LE
PRI NT FREQUENCY AND Pl E CHARTS

VI EW MONTHLY SUMVARY REPORT

EXIT FAINS TRACKI NG SYSTEM

User Response: To browse the FAINS tracking file, tab down to ENTER

SELECTION HERE ===> and type 1 and press [enter].

The following screen will be displayed:

Openi ng Dat abase Screen

OPENI NG DATABASE

--- PLEASE WAIT ---
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User Response: It will take a few seconds to open the FAINS file to be browsed. Please be
patient.

The following screen will be displayed:

FAINS Tracki ng Browse File Screen

- FSBROWSE MYLI B. FAI NS - - = = = = = - = <« s @ o oo m et oo d e e iie oo OBS 1
COWAND ===>

F.A. 1. N TRACKI NG SCREEN

District: 01 Financial Project No: 19371915201 FAP No: BRS-1627(2)

F.A 1.N No: 12-84-FIN(E)44 Date |ssued: 11/02/84 Job No: 01060- 3504
Date received by S.C. E: 11/07/ 84 Amount | nel i gi bl e: $5, 400. 00
Itens ineligable & reason:

LI QUI DATED DAMAGES.

Action taken by S.C E
CANNOT BE RECOVERED.

Anpbunt Recover abl e: $0. 00
Reasons for Non-Recovery:
FHWA W LL NOT PARTI CI PATE I N TI ME EXTENSI ON GRANTED BY FDOT.

Date action closed by S.C E: 02/11/87

Original Contract Days: 650 Total Authorized Contract Days: 690
Days Used: 694 No. of Days Liquidated Danages Char ged: 4
PF1=HELP Li qui dat ed Damages Charge Per Day:

PF3=END PF5=REPEAT LOCATE COMVAND PF7=PREVI OQUS RECORD PF8=NEXT RECORD

User Response: Y ou will be in taken into the browse mode which will not allow any
editing. The PF8 key will take you to the next record and PF7 will take
you to the previous record. If you want to locate a specific financial
project number, on the COMMAND LINE type L 11 digit financial
project number and press [enter]. To repeat thislocate command press
PF5. Each time you press PF5 it will locate the same financial project
number again until it reaches the end of the file. PF3 will take you back to
the FAINS Tracking Main Menu Screen. Select option 2 to print a FAINS
report for a specified financia project ID. The following screen will be

displayed.

Fi nanci al Project Nunmber Screen

JOBNUM
COVWAND ===>

PLEASE ENTER FI NPROJ NUMBER HERE ===>
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Usear Response:

Usear Response:

Type the 11 digit financial project number you want to report on and press
[enter]. The following screen will be displayed.

Sel ect Printer Screen

PRI NTNAM

COMWAND ===>
PLEASE ENTER PRI NTER NAME: LOCAL
NOTE: PRESS ENTER KEY FOR
DEFAULT PRI NTER ( QUALITY
CONTROL | N TALLAHASSEE)

DI STRI CT PRI NTER NAMVES ARE

AS FOLLOWE:

DISTRICT 1 - DI ST1
DI STRICT 2 - DI ST2
DI STRICT 3 - DI ST3
DI STRICT 4 - DI ST4
DISTRICT 5 - DI ST5
DI STRICT 6 - DI ST6
DI STRICT 7 - DI ST7

Tab downto PLEASE ENTER PRINTER NAME: and type in your
printer name. The district printer names are listed at the bottom of the
screen. Press [enter] and the following screen will be displayed.

Copi es Desired Screen

COPI ES
COVWAND ===>

PLEASE ENTER NUVBER OF COPI ES DESI RED: 1
YOU MAY OBTAIN A MAXI MUM OF 10 COPI ES
(PRESS ENTER FOR ONE COPY)
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Usear Response:

Usear Response:

User Response:

Usear Response:

Enter the desired number of copies desired and press [enter]. The screen
defaultsto 1 copy but can be changed for up to 10 copies. The following
screen will be displayed.

Print Option Conpleted Screen

FI NI SHED
COVWAND ===>

PRI NT OPTI ON SUCESSFULLY ENDED
NUVMBER OF COPI ES REQUESTED IS 1
PLEASE PI CKUP YOUR COPY AT PRI NTER LOCAL
TO CONTI NUE, PLEASE PRESS THE ENTER KEY

Pressthe [enter] key to be taken back to the FAINS Tracking Main Menu.
Select option 3 and press [enter] to print a Fains report for a specified
district. The following screen will be displayed.

District Selection Screen

DI STRI CT

COVWAND ===>

PLEASE ENTER DI STRI CT NUMBER HERE ===>
NOTE: ENTER 09 FOR TURNPI KE

Tab down to PLEASE FAIN Type Screen
ENTER DISTRICT

NUMBER HERE ===> VAND o
and typein a2 digit
district number and press
[enter]. The following 1 - UNRESOLVED FAINS ONLY

screen will be displayed. 2 - ALL FAINS

FAI' N SELECTI ON MENU

NOTE: DEFAULT IS UNRESOLVED
FAI'NS ONLY, PRESS ENTER TO
ACCEPT DEFAULT

ENTER SELECTI ON HERE ===> 1

Tab downto ENTER SELECTION HERE ===> and type a1 for
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unresolved FAINS or 2 for al FAINS and press [enter]. The following
screen will be displayed.

Sel ect Printer Screen

PRI NTNAM

COVWAND ===>
PLEASE ENTER PRI NTER NAME: LOCAL
NOTE: PRESS ENTER KEY FOR
DEFAULT PRI NTER ( QUALITY
CONTROL | N TALLAHASSEE)

DI STRI CT PRI NTER NAMVES ARE

AS FOLLOWE:

DISTRICT 1 - DI ST1
DISTRICT 2 - DI ST2
DISTRICT 3 - DI ST3
DI STRICT 4 - DI ST4
DISTRICT 5 - DI ST5
DI STRICT 6 - DI ST6
DISTRICT 7 - DI ST7

User Response: Tab downto PLEASE ENTER PRINTER NAME: and type in your
printer name. The district printer names are listed at the bottom of the
screen. Press [enter] and the following screen will be displayed.

Fi nanci al Project Nunmber Screen

JOBNUM
COMWAND ===>

PLEASE ENTER FI NPROJ NUMBER HERE ===>

User Response: Type the 11 digit financial project number you want to report on and press
[enter]. The following screen will be displayed.
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Copi es Desired Screen

COPI ES
COVWAND ===>

PLEASE ENTER NUVBER OF COPI ES DESI RED: 1
YOU MAY OBTAIN A MAXI MUM OF 10 COPI ES
(PRESS ENTER FOR ONE COPY)

User Response: Enter the desired number of copies desired and press [enter]. The screen
defaultsto 1 copy but can be changed for up to 10 copies. The following
screen will be displayed.

Print Option Conpleted Screen

FI NI SHED
COVWVAND ===>

PRI NT OPTI ON SUCESSFULLY ENDED
NUMBER OF COPI ES REQUESTED IS 1
PLEASE PI CKUP YOUR COPY AT PRI NTER LOCAL
TO CONTI NUE, PLEASE PRESS THE ENTER KEY

User Response: Pressthe [enter] key to be taken back to the FAINS Tracking Main Menu.
Select option 4 and press [enter] to print Fains Tracking report for the
entire state. The following screen will be displayed.

FAIN Type Screen

FAI NTYPE
COVWAND ===>

FAI' N SELECTI ON MENU

1 - UNRESOLVED FAINS ONLY
2 - ALL FAINS

NOTE: DEFAULT IS UNRESOLVED
FAI'NS ONLY, PRESS ENTER TO
ACCEPT DEFAULT

ENTER SELECTI ON HERE ===> 1
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User Response: Tab downto ENTER SELECTION HERE ===> and type a1 for
unresolved FAINS or 2 for al FAINS and press [enter]. The following
screen will be displayed.

Sel ect Printer Screen

PRI NTNAM

COMWAND ===>
PLEASE ENTER PRI NTER NAME: LOCAL
NOTE: PRESS ENTER KEY FOR
DEFAULT PRI NTER ( QUALITY
CONTROL | N TALLAHASSEE)

DI STRI CT PRI NTER NAMVES ARE

AS FOLLOWG:

DISTRICT 1 - DI ST1
DI STRICT 2 - DI ST2
DI STRICT 3 - DI ST3
DI STRICT 4 - DI ST4
DISTRICT 5 - DI ST5
DI STRICT 6 - DI ST6
DI STRICT 7 - DI ST7

User Response: Tab down to PLEASE ENTER PRINTER NAME: and type in your
printer name. The district printer names are listed at the bottom of the
screen. Press [enter] and the following screen will be displayed.

Copi es Desired Screen

COPI ES
COVMVAND ===>

PLEASE ENTER NUVBER OF COPI ES DESI RED: 1
YOU MAY OBTAIN A MAXI MUM OF 10 COPI ES
(PRESS ENTER FOR ONE COPY)
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User Response: Enter the desired number of copies desired and press [enter]. The screen
defaultsto 1 copy but can be changed for up to 10 copies. The following
screen will be displayed.

Print Option Conpleted Screen

FI NI SHED
COVWWAND ===>

PRI NT OPTI ON SUCESSFULLY ENDED
NUVMBER OF COPI ES REQUESTED IS 1
PLEASE PI CKUP YOUR COPY AT PRI NTER LOCAL
TO CONTI NUE, PLEASE PRESS THE ENTER KEY

User Response: Pressthe [enter] key to be taken back to the FAINS Tracking Main Menu.
Select option 5 and press [enter] to print a FAINS report for a selected
financial project ID. The following screen will be displayed.

Print Option Conpleted Screen

ONEFAI N
COVWAND ===>

20099515201 HAS ONE FAIN ON FILE, PRESS <ENTER> TO VI EW FAI N
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User Response: Pressthe [enter] key to view the record. The following screen will be

displayed.

FAINS Tracki ng Browse File Screen

- FSBROWSE SASWORK. FAI N- - = = = = - - -« x s o o oo et e oo e i e e i
COWAND ===>
F.A. 1.N. TRACKI NG SCREEN

District: 01 Financi al
F.A. 1.N No: 12-86-FIN(E)19

Date received by S.C. E: 05/08/87
Itens ineligable & reason:
PAYMENT BY FDOT TO THE CONTRACTOR FOR MATERI ALS NO LONGER STOCKPI LED AND
CANNOT BE ACCOUNTED FOR, FHWA W LL NOT PARTI Cl PATE

Action taken by S.C E

THE CONTRACTOR DEFAULTED ON THI S PROJECT AND REMOVED THE MATERI ALS FROM THE
JOBSI TE, THE DEPT. HAS FI LED LAWSUI T TO RECOVER

Amount Recover abl e:

Reasons for Non-Recovery:

Project No: 20099515201 FAP No: |-275-7(200) 434
Date |ssued: 02/14/86 Job No: 13175-3409
Amount I neligible: $42, 504. 06

Date action closed by S.C E: 05/08/87

Original Contract Days: _ Total Authorized Contract Days: __
Days Used: No. of Days Liquidated Danages Charged: _
PF1=HELP Li qui dat ed Damages Charge Per Day:
PF3=END PF5=REPEAT LOCATE COMVAND PF7=PREVI OQUS RECORD PF8=NEXT RECORD

Y ou will be in taken into the browse mode which will not allow any
editing. The PF3 key will take you back to the FAINS Tracking Main
Menu. Select option 6 to view alist of financial project ID’S in the FAINS
Tracking file. The following screen will be displayed.

Usear Response:

Li st of Financial Project Nunmbers in File Screen

FSLI ST: CN982KL. CARS. QUTPUT
COVWAND ===>

19052415201
19378615202
19383115201
19400115201
19409015202
19417815201
19419215201
19447015201
19450915201
19534815201
19537215201
19548215201
19558515201
19561515201
19563515202

19061915201
19379215201
19385615202
19400315201
19409515201
19417915201
19420315201
19448915201
19523815201
19534915201
19537715201
19548915201
19559015201
19561615202
19563615201

19065515201
19379915202
19390015201
19401515201
19409715201
19418515201
19443615201
19449215201
19523915201
19535015201
19538415201
19551915201
19559615202
19561815201
19563915201

19067515201
19380615201
19390215202
19402815202
19409815201
19418615201
19443815201
19449315201
19525915201
19536015201
19539115201
19556215201
19560615201
19562615201
19565715201
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19085515201
19380715201
19398515201
19406715201
19413515202
19419115201
19445415202
19449715201
19531815201
19536815201
19539815201
19556315202
19561115201
19563115201
19566015202

19377415201
19381115201
19399615201
19407115201
19417415201
19419215201
19445615202
19449815201
19532215201
19536915201
19542615201
19557815201
19561415201
19563315202
19566615201



User Response: Press PR3 to go back to the FAINS Tracking Main Menu. Select option 7
and press [enter] to print frequency and pie charts.

Sel ect Printer Screen

PRI NTNAM

COMWAND ===>
PLEASE ENTER PRI NTER NAME: LOCAL
NOTE: PRESS ENTER KEY FOR
DEFAULT PRI NTER ( QUALITY
CONTROL | N TALLAHASSEE)

DI STRI CT PRI NTER NAMVES ARE

AS FOLLOWE:

DISTRICT 1 - DI ST1
DI STRICT 2 - DI ST2
DI STRICT 3 - DI ST3
DI STRICT 4 - DI ST4
DISTRICT 5 - DI ST5
DI STRICT 6 - DI ST6
DI STRICT 7 - DI ST7

User Response: Tab downto PLEASE ENTER PRINTER NAME: and type in your
printer name. The district printer names are listed at the bottom of the
screen. Press [enter] and the following screen will be displayed.

Copi es Desired Screen

COPI ES
COVWAND ===>

PLEASE ENTER NUVBER OF COPI ES DESI RED: 1
YOU MAY OBTAIN A MAXI MUM OF 10 COPI ES
(PRESS ENTER FOR ONE COPY)

User Response: Enter the desired number of copies desired and press [enter]. The screen
defaultsto 1 copy but can be changed for up to 10 copies. The following
screen will be displayed.
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Print Option Conpleted Screen

FI NI SHED
COVWWAND ===>

PRI NT OPTI ON SUCESSFULLY ENDED
NUMBER OF COPI ES REQUESTED IS 1
PLEASE PI CKUP YOUR COPY AT PRI NTER LOCAL
TO CONTI NUE, PLEASE PRESS THE ENTER KEY

User Response: Pressthe [enter] key to be taken back to the FAINS Tracking Main Menu.
Select option 8 and press [enter] to view a monthly summary report. The
following screen will be displayed.

Begin Month Entry Screen

BEG N
COVMVAND ===>

PLEASE ENTER BEG NNI NG OF MONTH I N A MVDDYY FORMAT ===>
(EXAMPLE: JULY 1, 1990 WOULD BE ENTERED AS 070190)

User Response: Type in the beginning month for the search in the specified format and
pressthe [enter] key. The following screen will be displayed.

End Month Entry Screen

END
COVWAND ===>

PLEASE ENTER ENDI NG OF MONTH I N A MVDDYY FORMAT ===>
(EXAMPLE: JULY 31, 1990 WOULD BE ENTERED AS 073190)
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User Response: Type in the ending month for the search in the specified format and press
the [enter] key. The following screen will be displayed.

Mont hly Activity Report Qutput Screen

FSLI ST: CN982KL. CARS. QUTPUT
COVWVAND ===>

DEPARTMENT OF TRANSPORTATI ON
BUREAU OF CONSTRUCTI ON
CONTRACT FAI NS TRACKI NG

------ MONTHLY ACTIVI TY------
FROM 01JUL98 TO 01DEC98

BEG N BAL. + (-) (-) E

DI ST UNRESOLVED RECEI VED RESOLVED WAl VED, ETC. U
01 $0. 00 $0. 00 $0. 00 $0.00 0
02 $18, 953. 40 $0. 00 $0. 00 $0.00 1
03 $523, 941. 85 $0. 00 $0. 00 $0.00 1
04 $0. 00 $0. 00 $0. 00 $0.00 0

User Response: Y ou will notice that only half of the report is displayed. To view the right
hand side of the report, press the PF11 key. The following screen will be
displayed.
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Mont hly Activity Report Qutput Screen

FSLI ST: CN982KL. CARS. QUTPUT
COVWVAND ===>
NOTE: AT RI GHT Sl DE.
DEPARTVENT OF TRANSPORTATI ON
BUREAU OF CONSTRUCTI ON
CONTRACT FAI' NS TRACKI NG
------ MONTHLY ACTI VI TY------
FROM 01JUL98 TO 01DEC98

BEG N BAL. (+) (-) (- ENDI NG BAL

T UNRESOLVED RECEI VED RESOLVED WAl VED, ETC. UNRESOLVED
$0. 00 $0. 00 $0. 00 $0.00 0 $0. 00
$18, 953. 40 $0. 00 $0. 00 $0.00 1 $18, 953. 40
$523, 941. 85 $0. 00 $0. 00 $0.00 1 $523, 941. 85
$0. 00 $0. 00 $0. 00 $0.00 0 $0. 00

User Response: Press PF3 to get to the following screen.

Mont hly Activity Report Qutput Screen

PRI NT
COVWAND ===>

DO YOU WANT TO PRI NT THE MONTHLY ACTI VI TY REPORT (Y/N) ===> N
NOTE: DEFAULT IS NGO, TO ACCEPT DEFAULT, JUST PRESS ENTER

User Response: If you do not want the report printed, leave the N and press [enter]. If you
want a printed report, type over the N with a’Y and the following screen
will be displayed.
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Print Subcommand Screen

PRI NT Subcommand (C) Copyright Applied Software, Inc. 1980-1997
' CN982KL. CARS. QUTPUT'

Sysout class desired A (Bllank for default)
Qut put destination = __ (Bllank for default)
No. of copies desired 1 (Blank defaults to 1)
No. of 1ines/page (Bllank for default)

Forns desired
UCS train desired
FCB nane desired

(Forms for printed output)
(Bllank for default)
(Forms Control Buffer nane)

W mnn
o]
o

Hel d out put ? = NO (YES or NO
ASA Carriage Control = (YES, NO or bl ank)
Convert to uppercase? = NO (YES or NO
Save parns in profile? = YES (YES or NO
Print 3-1ine header? = YES (YES or NO

Optional header text

Depress ENTER to continue or a PFK to term nate

User Response: Tab down to Output Destination and type a printer number or leave blank
to go to your default printer. If you want more than 1 copy, tab down to
No. of Copies Desired and enter in the amount of copies you want printed
and press [enter].

Print Option Conpleted Screen

FI NI SHED
COVWWAND ===>

PRI NT OPTI ON SUCESSFULLY ENDED
TO CONTI NUE, PLEASE PRESS THE ENTER KEY

User Response: Press [enter] to return to the FAINS Tracking Main Menu.

To exit the FAINS Tracking System, just type in X and press [enter] to be taken back to the
CARS Main Menu.
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CHAPTER 2

Section 2-6 Contractor Suspension

CARS Menu Option 12

MENUL
COMMAND ===>
CONTRACTOR SUSPENSI ON MENU
CHOOSE ONE COF THE FOLLOW NG

1 - BROWSE CONTRACTOR SUSPENSI ON FI LE

2 - PRINT CONTRACTOR SUSPENSI ON REPORT
BY CONTRACTOR NAME

3 - PRINT CONTRACTOR SUSPENSI ON REPORT
BY VENDOR NUMBER

4 - PRI NT REPORT SHOW NG ONLY THOSE
CONTRACTORS THAT ARE CURRENTLY UNDER
SUSPENSI ON ( TEST MODE ONLY)

5 - VIEWA LI ST OF SUSPENDED
CONTRACTORS ( TEST MODE ONLY)

X - EXIT CONTRACTOR SUSPENSI ON MENU

ENTER SELECTI ON HERE ===>

CARS Menu Option 12 SubMenu Option 1

Anyone desiring to use the Contractor Suspension System must have a TSO User-1D. If you don't

- FSBROWSE SASWORK. SUSPEND- - - - - = = = = = = =« =« @ s @ o e oo e oo e oo c oo oBS 1
COVWAND ===>
CONTRACTOR SUSPENS| ON SCREEN

VENDOR NUMBER: VF741552028001
CONTRACTOR: ABRAMS, J.D., INC

PROJECT NUMBER: 93030-3503 LETTING DATE: 12/03/86 DATE SUSPENDED: 03/23/88

FS 337.16(1)(3) NOTICE SENT: LETTER RECEI VED:
DATE REI NSTATED: 07/ 07/ 88 FI NAL DATE REI NSTATED: 07/ 07/ 88
HEARI NG REQUESTED: ___ ( YES/ NO) ADDI TI ONAL TI ME SUSPENDED:

ADDRESS: 210 BARTON SPRINGS ROAD P.O. BOX 13003
AUSTI N, TX 78704
PHONE NUMBER: (512)482-0901

REASON:  SUSPENSI ON APPLI ES TO MOVABLE BRI DGE PROJECTS ONLY

---- PF KEY DEFINITIONS ----
PFl= HELP PF3= END EDIT  PF5= REPEAT FI ND COVMAND PF6= DUPLI CATE RECORD
PF7= PREVI OUS RECORD PF8= NEXT RECORD PF9= ADD RECORD

have one, contact your District Information System Manager or your Central Office Security
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Administrator and have one assigned for you.

Once a TSO User-1D is obtained, logon to TSO. Once you are logged on, exit from the Master
Application Menu by pressing the "PF-3" key. Upon receiving aREADY prompt, type in CARS
and then pressthe "ENTER" key. The system will respond with a welcome screen, press
"ENTER" and the C.A.R.S. Main Menu will appear.

Select option number 12 (Contractor Suspension) and pressthe "ENTER" key. Thiswill bring up
the Contractor Suspension Main Menu.

To browse the Contractor Suspension Database, select option 1, you will gain entry into the
Database under browse mode. Inquiry only is allowed in browse mode, updates to the database
cannot be performed.

In order to browse the Contractor Suspension Database, there are certain commands and PF key
functions that you must know. Listed below are the most widely used commands and PF keys.

1) To end browse and return to the Contractor Suspension Main Menu, press the "PF-3"
key.

2) To page backward to a previous record, pressthe "PF-7" key.

3) To page forward to the next record, pressthe "PF-8" key.

Choose option 2 to produce a Contractor Suspension hard copy report sorted by Contractor
Name. Y ou will be prompted as to how many copies you want, and the printer on which you want
the report printed.

Choose option 3 to produce a Contractor Suspension hard copy report sorted by Vendor

Number. Y ou will be prompted as to how many copies you want, and the printer on which you

want the report printed.

If you have any problems, questions or comments concerning this system, please contact the
Office of Construction, System Section at Suncom 994-4150.
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CHAPTER 2

Section 2-7 Training Reports/Tracking System
Instructions on Using

DEIT Certification Tracking System

| NTRODUCTI ON

The DEIT Certification Tracking Systemis part of the Construction Automated
Reporting System (CARS) on the Department's Time Sharing Option (TSO System
To access the system the user must have a valid system account (userid).

| NSTRUCTI ON CONVENTI ONS

In these instructions, conputer screen depictions are separated by a heavy
line. Text shown in bold italics represents information, or exanples of
information, that you are required to enter. Text highlighted in this manner
is meant to help explain the screen shown.

MENUL
COMVAND ===>

TRAI NI NG REPORTS/ TRACKI NG MAI N MENU

CHOOSE ONE OF THE FOLLOW NG

1 - PRINT QA P.T. REPORT

2 - PRRNT QA R T. REPORT

3 - EDT ACI CERTI FI CATI ON FI LE

4 - PRI NT ACl CERTI FI CATI ON REPORT
5 - EDT DEI'T CERTI FI CATI ON FI LE

6 - PRINT DEIT CERTI FI CATI ON REPORT
X - EXIT

ENTER SELECTI ON HERE ===>5
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EDI TI NG THE DEIT CERTI FI CATI ON DATABASE

-FSEDIT MYLIB.DENSI TY------mmmm e e e o e e e e e e e e oo o - GBS 1
SCREEN 1
COMMVAND ===>
NOTE: THI S APPLI CATI ON USES 3 SCREENS
D E. I.T. CERTIFICATI ON DATA SCREEN

LAST JR ETC. FIRST
NAMVE
SSN (NO DASHES PLEASE): DOT (Y or N? _ DI ST:
EMPLOYER/ LOCATI ON:
4SS OR QUAL: FEES PAID: _ RAD. SAFE.: 30 DAYS EXP.
DEIT COURSE - #1 RESULT (P/F): _ DATE: A\
#2 RESULT (P/F): _ DATEE ~ \Roomfor nore info
HANDS ON - #1 RESULT (P/F): _ DATE: _~~ Jon Screen 3
<PF11><PF11>
#2 RESULT (P/F): _ DATE: ]
CERTI FI CATE #: CERTI FI CATE DATE:
NOTES:

press <PFl11> if
you' d |like some help
PF3=END PF7=PREVI OUS RECORD PF8=NEXT RECORD PF9=BEG N NEW RECORD
PF11=HELP

~FSEDI T MYLI B. DENSI TY- -« = = -« = < s oo mme e me oo ee o OBS 1 SCREEN 2
COVVAND ===>

Records are stored in the database in the order in which they are entered.
You have the ability, however, to locate a person's record by their |ast nane.
To do this, nake sure you are at the top of the database (enter TOP on the
command line if you're not), then enter

L 'lastnane’ (both the L (for Locate) and | astname can be upper/lower case.)
where | astnanme is the last nane you are looking for. If nore than one record
contains that last name, this will take you to the first one entered. Pressing
PF5 will repeat the |ocate command and find the next one.

Press PF9 to begin a new record. Wen you're done, press PF3 to exit the system
or press PF9 to enter another record.

Speci al notes about certain fields:

SSN - enter SSN without dashes, they will be added by system

Dates - enter dates in MVDDYY fornat, and they will be converted to
MM DD/ YYYY format. The systemw || assune any 2-digit year
entered to be in the range 1970-2069.

Screen 1 has room for two sets of course information. Screen 3 has room for

two nore.
press <PF11>

PF3=END PF10=RETURN TO FI RST SCREEN PF11=PROCEED TO TH RD SCREEN
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~FSEDI T MYLI B. DENSI TY- = = = = =« = = s s s oo mem e oo eee oo eea o oBS 1
SCREEN 3
COWAND ===>

DEI T COURSE - #3 RESULT (P/F): _ DATE: _
#4 RESULT (P/F): _ DATE: __
HANDS ON - #3 RESULT (P/F): _ DATE: _
#4 RESULT (P/F): _ DATE: __

press <PF10> tw ce to get
back to first screen
PF3=END PF10=RETURN TO SECOND SCREEN

VWhen you first get into the system the system determ nes what access to the
data you should have. District Construction Training Engineers initialize a
new record by pressing <PF9>. They then enter the person’s nanme, socia
security nunber, district, and location. Next, they initial whether the
techni ci an has passed the four self-study courses (or are otherw se considered
qual i fied), and whether they have paid their fees.

The next person into the record should be the District Density Engi neer. They
find the existing record they are interested in (using the method described on
the Hel p Screen shown above), then initial whether the applicant has taken the
radi ati on safety course and whet her they have the requisite 30 days
experience. Next they record the results and dates of the DEIT Course(s) and
Hands- On Test(s).

Once all the above is done to their satisfaction, the State Construction
Trai ning Engineer’s office goes to the record and puts in the certificate
nunber and date.

ENDI NG THE EDI T SESSI ON

Press <PF3>.
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PRI NTI NG REPORTS

You can choose to print one or all districts. Then the report will be

MENUL
COMVAND ===>

TRAI NI NG REPORTS/ TRACKI NG MAI N MENU

CHOOSE ONE OF THE FOLLOW NG

1 - PRINT QA P.T. REPORT

2 - PRRNT QA R T. REPORT

3 - EDT ACI CERTI FI CATI ON FI LE

4 - PRI NT ACI CERTI FI CATI ON REPORT
5 - EDT DEIT CERTI FI CATION FI LE

6 - PRINT DEI'T CERTI FI CATI ON REPORT
X - EXIT

ENTER SELECTI ON HERE ===> 6

generated, and you will be brought up to the print screen. Tab down to the
second line and put in your printer name, or leave it blank to go to your
default printer. If you don’'t want to print the report, but would like to view
it on the screen, press <PF3> and browse the file. If you'd like to print

after browsing, enter <print> on the command I|i ne.

EXITING THE DEIT CERTI FI CATI ON SYSTEM

Select all of the EXIT options back to the TSO MAI N MENU.
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CHAPTER 2

Section 2-8 Contract Change Tracking System

The purpose of the Contract Change Tracking Systemis to track

Ti me Extensi ons,
Agreenents on al

Ti me Suspensi ons, \Wat her Days and Suppl enment a
ongoi ng Construction Contracts.

Sel Cont.

Ti me Susp.

Contract Change Tracking System

Contract Change Tracking Main Menu

PLACE CURSOR ON YOUR SELECTI ON AND PRESS THE ENTER KEY

From t he CARS main
menu, select option 10.
If you are not at the
CARS nmai n menu see the
introduction to this

Weat her Ti me Ext. Gui de Book. After a
. few seconds you shoul d
Exi t Supp Agree see a nmenu simlar to

figure 1. This is the
Contract Change
Tracki ng System ( CCTS)
mai N menu.

SCO access

Figurel

can be input

contract nunber).
is sel ected one can track weat her days,

contract

suspensi ons and suppl enent a
to the box with “Sel
[SH FT][ TAB] to nove the cursor back (the mouse will
Then press [ENTER].

cursor

click).

Type the
contract nunber
that you want to
track and press
[ENTER]. If the
contract nunber
exist in this
system a drop-
down box wil|l

appear in the
proj ect nunber
field. Use the

down arrow [9]
and the up arrow
[8 to nmove to
sel ect the
desired

Fi nanci al

Proj ect and
press [ ENTER].
The rest of the

into the CCTS one nust select a contract

Bef ore any information
(this is the 5 digit

Al entries are done by contract nunmber. After the

time extensions, tine
agreenents. To select a contract, nove the
Cont.”. Use the [TAB] to nove the cursor forward,
also work with a left

A dialog box like figure 2 below will appear.

Contract Sel ection
COWAND ===>

Cost Center Nunber:
Contract Nunber: 99999
Fi nanci al Project ID:
Contract or Nane:
Addr ess:

Org. Project Ant.:
Esti mat ed Nunber of Days:
Count y:

.Instructions for Contract selection.........................
Pl ease enter your five digit contract nunber and press
ENTER. If found the screen will fill in.

Press PF3 to select contract or PF4 to cancel

Figure 2
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project information will fill in automatically. |If this is the desired
project press [PF3] to select and continue. QOherwi se, press [PF4] to cancel.
Now that a contract has been selected the main menu will display, as in figure
1, the contract is ready for tracking. Also notice that there is a banner
across the top that shows the currently selected contract number and financi al
project identifier (FIN). Enter all dates as mm dd/yy. Thesystemwill interprettwo
digit years 00 thru 49 as 2000 thru 2049, respectively. Likewisg, it will interpret 50 thru 99 as 1950 thru 1999.

For example, 2/21/00 will be interpreted as February 21, 2000.

Weather Days
(L ocate)
Thisis probably the easiest of all to track. From the CCTS main menu move Cancel
to the “ Weather” icon and press[ENTER]. A screen like figure 1 below will T
appear. All of the contract information will fill in. Use the [PF8] to forward op

to the next weather day, [PF7] to move back. Also, if there are alot of Bottom

Weather delays on the contract then use (locate...) On the menu bar across the by WD number...
top. A drop-down menu will appear like the one the right. Top will move to
the top of thelist. Likewise, bottom moves to the bottom of the list. Cancel
will get you out of the drop-down list al together. If the list of weather delays islong, the last option “by WD

Figure1

+Contract Change Tracking System------------------------------ oBS
16615-+ (locate...) (tools...) (Previous Menu PF3)

Rk S R R R I O A S R Rk S kR R kR I R R I o

WEATHER DELAYS

For Weat her days granted by letter

Rk I R R R I O A O R R kb R R R R I R

Contract No.: 99999 Fi nancial 1D No.: 999999999
A d Project No.: 99999 - 9999 ad WPl No.: 9999999

Weat her Delay No.: 002 Dat e Weather Delay letter: 12/12/97

Total Days Granted: 0004

number” allows the user to search by delay number. Use the [TAB] key to move between fields. The only inputs
onthisscreenare“Dat e Weather Delay letter:” and“Total Days G anted:”. Enterthedateina
mm/dd/yy format. Enter the number of days as a whole number (1,2,3 ... 10). Do not enter a decimal number like
1.25. The system counts whole days.

(Tools...)

Cancel To add a new weather delay, use the (tools) option on the menu bar. A

Undo screen will pop up asking for verification that you want to add. Put your

New Weather Delav... cursor on yes and press [enter]. The next highest Weather Delay will
&y automatically fill in. Enter the date and days granted information.
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Notice the word new in the upper right corner of the screen. Thisis a newly entered observation and is not saved
until the user presses PF7 to go to the previous observation or press PF3 to leave.

Time Extensions

From the CCTS main menu move to the “Time Extension” icon and press [ENTER].
A screen like figure 1 below will appear. All of the contract information will fill in. (Locate...)
Use the [PF8] to forward to the next Time Extensions, [PF7] to move back. Also, if Cancedl
there are alot of Time Extensions on the contract then use (locate...) On the menu bar Top
acrossthetop. A drop-down menu will appear like this one the right. Top will move Bottom

to thetop of thelist. Likewise, bottom moves to the bottom of the list. Cancel will
get you out of the drop-down list al together. If the list of time extensions is long, by TE number...
the last option “by TE number” allows the user to search by time extension number.

Use the [TAB] key to move between fields. Enter the time extension datein a
mm/dd/yy format. Enter the reason code as one of the valid system codes. To see alist of valid codes clear the
field, type a question mark “?’, and press [enter]. A list will drop down like figure 2. Press[F8] to scroll down the

Figure 1

+Contract Change Tracking System---------------mmmmmoon OBS 4619- +
(locate...) (tools...) (Previous Menu PF3)

R R I R S R R R I R R o A R S R kR R ok S R Rk o S Rk ke o

TI ME EXTENSI ONS
For tinme extensions granted by letter.
RS I S S Sk Sk S Rk I kR R S S S S SR Sk Sk b S S S S S Rk S S
Contract No.: 99999 Fi nanci al Project No.: 999999999
A d Project No.: 99999 - 9999 ad Wl No.: 9999999
Time Extension No.: 001 Tine Extension Date: 03/10/97
Segnment No.: 001

Reason Code: 007 ad Code =>
Total Days Granted: 0000 Days FA Granted: 0000
Avoi dabl e/ Unavoi dabl e: Gven to Settle daim _
Prem um Cost : $4, 000. 00 Prem um Cost St at us:

Prem um Cost Based On:

Description of Extension(be specific):

R R I R R o bk R R A I Ik ko R R Rk o S R R S S R R S R R O

list, [F7] to scroll back up. More the cursor to the desired code and press [enter]. Otherwise, type in the valid code
and press [enter]. Enter the “Total Days Granted” as a whole number (1,2,3 ... 10). Do not enter a decimal
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Figure 2

Select Data
MAKE ONE SELECTION.

001 Subsurf material or feature not shown in plan
003 Harmonize project with adjacent projects

004 Design std., Spec., policy chng. after letting
005 Utility adjustment delaying schedule / no JPA
007 Work added/deleted from 3rd party agreements
008 Project modifications at R/W's request

009 Permit related issues

010 Items, overruns, plans mod. due to weather
(FIND) (OK) (CANCEL) (HELP)

number like 1.25. The system counts
whole days. The leading zeros will fill in.
Likewise, enter the “ Days FA Granted: “.
Thefields “Avoidable/Unavoidable”,

“ Given to settle claim” and “Premium
cost status’ work the same way as the

“ Reason Code” field. Clear thefield, type
aquestion mark “?’, and press [enter]. A
list will drop down. Select a code and
press [enter]. Finally, Fill inthe
Premium cost Based on:” field and the

“ Description of Extension” field. These
aretext fields. Usethe [tab] key to move
from one to another.

Time Suspensions

From the
CCTS main menu move to the “Time Suspension” icon and press[ENTER]. A (Locate...)
screen like figure 1 below will appear. All of the contract information will fill in. Cancel
Use the [PF8] to forward to the next time suspension, [PF7] to move back. Also, if Top
there are alot of Time Suspensions on the contract then use (locate...) On the menu
bar across the top. A drop-down menu will appear like this one the right. Top will Bottom
move to the top of the list. Likewise, bottom moves to the bottom of the list. Cancel by TS number...

will get you out of the drop-down list all together. If the list of time suspensions is
long, the last option “by TS number” allows the user to search by time suspension

number.

Figure 2

Select Data
MAKE ONE SELECTION.

001 Subsurf material or feature not shown in plan
003 Harmonize project with adjacent projects
004 Design std., Spec., policy chng. after letting
005 Utility adjustment delaying schedule / no JPA
007 Work added/deleted from 3rd party agreements
008 Project modifications at R/W's request

(FIND) (OK) (CANCEL) (HELP)

Use the [TAB] key to move between
fields. Enter the time extension datein a
mm/dd/yy format. Enter the reason code
as one of the valid system codes. To see
alist of valid codes clear the field, type a
guestion mark “?’, and press [enter]. A
list will drop down like figure 2. Press
[F8] to scroll down thelist, [F7] to scroll
back up. More the cursor to the desired
code and press [enter]. Otherwise, type
in the valid code and press [enter]. Enter
the “Tota Days Granted” as awhole
number (1,2,3 ... 10). Do not enter a
decimal number like 1.25. The system

counts whole days. The leading zeros will fill in. Likewise, enter the “ Days FA Granted: “. The fields
“Avoidable/Unavoidable”, “ Given to settle clam” and “Premium cost status’ work the same way as the “ Reason
Code’field. Clear the field, type a question mark “?’, and press [enter]. A list will drop down. Select a code and
press [enter]. Finally, Fill inthe “Premium Cost Based on:” field and the “ Description of Extension” field. These

aretext fields. Usethe [tab] key to move from one to another.
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Figure 1

Contract Change Tracking System-------------------------------- OBS 7908-

(locate...) (tools...) (Previous Menu PF3)

R IR e S S b b Sk S S Sk S S R Sk S b Sk S R Rk S Sk S b S S Sk R I S Sk S O S
TI ME SUSPENSI ONS

For tinme suspensions granted by letter
SRR e S S S b Sk S S Sk S S S R Sk S b Sk S R R S Sk S S S S Ik kS R kS O kS R R Sk S O

Contract No.: 99999 Fi nanci al Project No.: 999999999
O d Project No.: 99999 - 9999 Od WPl No.: 9999999

Ti me Suspension No.: 001
Reason Code:
Date time was suspended: 06/03/97 Date time resumned:
Total Days G anted:
Days Federal Aid G anted:

Description of Suspension(be specific):

hkhkkhkhkhhhhhhhkhhhhdhhhhhhdhhdhddhhhdhdhhhddhddhdddhhhddhdddhdddhddrdddhddddrdrdhrdrdrxdrdxx*x

* %

Supplemental Agreements

From the CCTS main menu move to the “Supplemental Agreements’ icon and press [ENTER]. A screen like the
one below will appear. All of the contract information will fill in. Use the [PF8] to forward to the next weather
day, [PF7] to move back. Also, if there are alot of Supplemental Agreement on the contract then use (locate...) On
the menu bar acrossthetop. A drop-down menu will appear. Top will move to the top of the list. Likewise,
bottom moves to the bottom of the list. Cancel will get you out of the drop-down list all together. If thelist of
supplemental agreements islong, the last option “by SA number” allows the user to search by supplemental
agreements..
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Contract |Information Screen

User Response:

+Contract Change Tracking System----------------------

(locate...) (tools...) (Previous Menu PF3)

SUPPLEMENTAL AGREEMENT TRACKI NG SYSTEM
Cost Center: 412 A d Project No.: 86070 - 3483
Contract No.: 19343 Fi nancial Project ID : 23162315201
Og Proj Ant: $1, 616, 043. 29 Present Proj Anmt: $1, 883, 477.52
Contractor: RUSSELL ENG NEERI NG | NC VF590767981001
Mai | i ng Addr: 2530 SW36 ST
Suppl ement al Agr eenment No: 1 Suppl ement al Agreenent Date: 08/13/96
Nunmber of WO s: 1 WO Total Cost: $0.00 WO Tot. Days: 0

WO Premi um Cost : $0. 00
R I I I I Ik kR S S S
Design Cnslt: H J. RCSS VF650163389001
CEl : R W TARASKA N A
Dsgn Proj Myr: JOE NAJJARI AN DOT Dsgnr: N A
Suppl enment al Agreenment Revi ewers:
Desi gn: NAJJARI AN Construction: TARASKA/ OLSON

If there is an existing SA on the contract, it will be displayed. The areas in white can be edited.
The project information will fill in automatically. If thereis not an existing SA on the contract,
the screen will still come up but will only have the project information filled in and will be
numbered SA #1. PF8 will advance to the next supplemental agreement. Likewise, PF7 goes
back to the previous.

Change the appropriate information. The datais saved when you press PF3. If you need to add a
new SA, place your cursor on thetools. . . displayed at the top of the screen and press [enter].
Use the [9] down arrow to move your cursor to New Supplemental Agreement and press [enter].
If you decide not to make a selection fromtools. . . just place your cursor on Cancel and press

[enter].

The following screen will be displayed:

Add a New Suppl ement al Agr eenent

Pl ease enter the nunber you woul d
like to add :

PF3: Continue PF4: Cancel
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User Response:  Type an SA number on the blank and press PF3 to bring up the new SA or PF4 to cancel. If you
try to add an SA that is already existing in the system, the following screen will be displayed:

SA Already Exists Screen

+Contract Change Tracking System----------------ommm o OBS 6180- +
| (locate...) (tools...) (Previous Menu PF3) |
| Suppl enental Agreenent already exist! |

SUPPLEMENTAL AGREEMENT TRACKI NG SYSTEM
Cost Center: 412 A d Project No.: 86070 - 3483
Contract No.: 19343 Fi nancial Project ID : 23162315201
Og Proj Ant: $1, 616, 043. 29 Present Proj Ant: $1, 883, 477.52
Contractor: RUSSELL ENGQ NEERI NG | NC VF590767981001
Mai | i ng Addr: 2530 SW36 ST
Suppl ement al Agr eenment No: 1 Suppl ement al Agreenent Date: 08/13/96
Nunmber of WO s: 1 WO Total Cost: $0.00 WO Tot. Days: 0

WO Prenmi um Cost : $0. 00
ER R I I I I I kR S
Desi gn Cnslt: H J. RCSS VF650163389001
CEl : R W TARASKA N A
Dsgn Proj Myr: JOE NAJJARI AN DOT Dsgnr: N A
Suppl enment al Agreenment Revi ewers:
Desi gn: NAJJARI AN Construction: TARASKA/ OLSON

User Response: A message will be displayed at the top of the screen. Go back to the Add A New Supplemental
Agreement screen and try again. When you select an SA that does not exist, the record will be
displayed with only the project information and the supplemental agreement number.

If you need to edit the work orders on the Supplemental Agreement, place your cursor on the tools and press
[enter]. The following screen will be displayed:

Edit a Wirk Order

New Suppl enent al Agr eenent

Edit Work Orders

User Response:  Place your cursor on Edit Work Orders and press [enter].The following screen will be displayed:
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Work Orders on Suppl enental Agreenent

+Contract Change Tracking System---------cmmmmm oo OBS 1-+
(locate...) (tools...) (Previous Menu PF3)
SUPPLEMENTAL AGREEMENT TRACKI NG SYSTEM
WORK ORDERS
Cost Center: 106 Contract: 17231 Financial Project ID: 20071615201
Suppl ement al Agreenment #: 1 Work Oder # 1
R I I S S kI I S
Work order cost: $3,622.50 Reason code: 700
Work order Premi um cost: $0. 00
Time (in days): 0 Ofice to notify if
Avoi dable: 0 Cost recovery initiated: N changes are required to
Used to settle claimExtend limts: N specs.
Prem um Cost Description:
N. A
Work Order Description:
OVERRUN OF UNLOADED TEST PI LE

User Response:  No field can be changed located above the *** line. The fields below the *** line can be
changed. If there is more than 1 work order for the supplemental agreement, press PF8 to go to

the next work order on that SA. PF7 takes you back to the previous record.

To go to the top or bottom of the database from your SA screen place your cursor on locate . . . and press [enter].

The following screen will be displayed:

Locate Menu Options on
SA Screen

User Response:  Place your cursor on the desired selection and press [enter]. If you select by SA number . . ., the

following screen will be displayed:
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Locate Menu Options on SA Screen

+by SA nunber... ----------- +
| Enter SA. Number: 02 |

User Response:  Type the SA number you want to retrieve, tab down to OK and press [enter]. That SA will be
displayed. The pull down menus are slightly different when you are working from awork order
screen. From awork order screen, place your cursor on locate . . . and press [enter]. The
following screen will be displayed:

Locate Menu Options on Wrk O der
Screen

User Response:  Place your cursor on the selection you desire and press [enter]. The Cancel, Top, and Bottom
commands work the same as on the SA pull down menu. Thetools. . . menu on the work order
screen is also alittle different. Place your cursor on it and press [enter]. The following screen

will be displayed:

Tool s Menu Options on Wrk O der
Screen

| Cancel
| Delete Wirk Order |
| New Work Order |

User Response:  Move your cursor to Delete Work Order and press [enter]. The following screen will be
displayed:
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Tool s Menu Options on Work Order Screen
Sel ect Data

Are you SURE ?

YES - Delete this Entry
NO - Do NOT del ete

( F1 ND) (OK) ( CANCEL) ( HELP)

User Response:  Place your cursor on YES or NO and press [enter]. If you choose yes, the following screen will
be displayed:

VWrk Order Del eted

+Contract Change Tracki ng System

| (locate...) (tools...) (Previous Menu PF3) |
| NOTE: OBSERVATI ON HAS BEEN DELETED.

SUPPLEMENTAL AGREEMENT TRACKI NG SYSTEM

WORK ORDERS
Cost Center: __ Contract: ___ Fi nancial Project ID:___
Suppl emental Agreement # _ Work Order #
R I I I I I I I S
Work order cost: Reason code:
Work order Premi um cost:
Time (in days): __ Ofice to notify if
Avoi dable: _ Cost recovery initiated: _ changes are required to
Used to settle claimExtend limts: _ specs.

Prem um Cost Description:

Work Order Description:

User Response:  Note the statement at the top. If you want to add a new work order select New Work Order from
thetools. . . menu and

press [enter]. The
Vork Qrder Add following Screen will be

displayed:

Pl ease enter the nunber you woul d
like to add :

PF3: Continue PF4: Cancel
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User Response:  Type in the new work order number and press [enter]. The following screen will be displayed:

New Wr k Order Add

+Contract Change Tracki ng System

(locate...) (tools...) (Previous Menu PF3)
Check wor korder nunber!

WORK ORDERS
Cost Center: 412 Contract: 19343 Financial Project: 23162315201
Suppl ement al Agr eenent #: 2 Wrk Oder # 40
R I I I I
Work order cost: Reason code:

Work order Premi um cost:

Time (in days): __ Ofice to notify if
Avoi dable: _ Cost recovery initiated: _ changes are required to
Used to settle claimExtend limts: _ specs. N A

Prem um Cost Description:

Work Order Description:

User Response: A message is displayed at the top left corner asking you to verify the work order number. The

NEW message indicates that thisis anew record. Fill in the appropriate information and press
[enter].

If you press PF4 from the work order add screen, the following screen will be displayed:

New Wr k O der Add

+Contract Change Tracki ng System

| (locate...) (tools...) (Previous Menu PF3) |
| No Workorder added

SUPPLEMENTAL AGREEMENT TRACKI NG SYSTEM

WORK ORDERS
Cost Center: 106 Contract: 17231 Financial Project ID: 20071615201
Suppl ement al Agr eenent #: 13 Work Order # 3
R I I I I I I S S S
Work order cost: Reason code:

Work order Premi um cost:
Time (in days): __ Ofice to notify if
Avoi dable: _ Cost recovery initiated: _ changes are required to
Used to settle claimExtend limts: _ specs.
Prem um Cost Description:

Work Order Description:
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User Response:  No work order was added. To save and exit the system, pressthe PF3 key. Executable
ProgramsT o pull information from the system, return to the Contract Change Tracking System
Menu shown below:

Contract Change Menu Screen

* % x * % x * CONTRACT CHANGE TRACKI NG SYSTEM MENU * * * * * * * % *x

1 - CONTRACT CHANGE TRACKI NG SYSTEM

2 - TI ME EXTENSI ON PROGRAMS

3 - ADD OR APPROVE A PENDI NG SUPPLEMENTAL AGREEMENT
4 - SUPPLEMENTAL AGREEMENT PROGRAMS

X - EXIT

ENTER OPTI ON ==>

User Response:  Type a4 (Supplemental Agreement Programs) on the option line and press [enter]. The

Suppl ement al Agreement Program Menu Screen

FLORI DA DEPARTMENT OF TRANSPORTATI ON

SUPPLEMENTAL AGREENMENT

CONT. SUMVARY

EXIT

PLACE CURSOR ON YOUR SELECTI ON AND PRESS THE ENTER KEY.

following screen will be displayed:
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User Response:  Tab to the Cont. Summary button and press [enter]. The following screen will be displayed:

Contract Nunber Screen

THE FOLLOW NG | NFORVATI ON IS REQUI RED TO COWLETE YOUR PROGRAM |

|
| ENTER CONTRACT NUMBER 17231 |
I
I
I

User Response:  Tab to Enter Contract Number, typein a5 digit contract number and press [enter]. The program
runs while you are wait. You can tell it is running by the R in the lower right hand corner.

The following screen will be displayed:

Report Options Screen

+REPORT OPTI ONS- - = - = = = = = = = = = = m = mm e e m o m e o f e o e e oo +
TAB to desired ACTION. Press ENTER
( VI EW REPORT ) View report in OUTPUT W NDOW
PF Keys for OUTPUT W NDOW
M SC. PF3 -End View (RETURN) PF5 -Rfind
SCROLL: PF7 -Up PF8 - Down PF10-Left PF11-Ri ght
PF19- Top PF20-Bottom

( PRI NT REPORT ) Access PRI NT REPORT Screen, where you nmy
speci fy number of copies and printer id.

( RETURN ) Report will be deleted.

User Response:  Tab to View Report (to look at your output on the screen before printing) and press [enter].
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The following screen will be displayed:

Contract Report Screen

OUTPUT PROCESSI NG SUBM TTED STATEMENTS

COVWAND ===>
FLORI DA DEPARTMENT OF TRANSP
OFFI CE OF CONSTRUCTI O
SUPPLEMENTAL AGREEMENT CODES
FOR CONTRACT NUMBER 17231 ( FI NPRQJ
MANAGED BY DI STRICT 0O

CRS CRS WO | SSUE
SA CRS PRIMARY CRS CARD SA WO' | SSUE ~ REASON
NO SA DATE REASON CODE DAYS TYPE AMOUNT  NUMBER CODE
1 09/19/89 700 0 1 3, 622. 50
2 1 700
1 3, 622. 50
2 10/07/89 700 3 81, 381.72

User Response: Y ou will notice that only half of the report is displayed. To view the righthand side of the report,
press the PF11 key.

From the Report Options Screen, you can tab to Print Report and press [enter]. The following screen will be
displayed:

Report Options Screen

+REPORT OPTI ONS- - = - = = = = = = = = = = m = e m ot et e o e e o f e o e e +
Qut put routed to Printer: |ocal

( VI EW REPORT ) View report in OUTPUT W NDOW

PF Keys for OUTPUT W NDOW
M SC. PF3 -End View (RETURN) PF5 -Rfind
SCROLL: PF7 -Up PF8 - Down PF10- Left PF11-Ri ght
PF19- Top PF20-Bottom

( PRI NT REPORT ) Access PRI NT REPORT Screen, where you nmy
speci fy number of copies and printer id.

( RETURN ) Report will be deleted.
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User Response:  Tab down to the printer where you want to route your output and type an X on the blank next to
the printer name. If you want to route your output to another printer, type in the remote number
or printer Iterm number on the blank labeled Printer ID. After selecting a printer, tab down to
the number of copies and type in the number you desire (the default is 1). Tab down to Submit
Print Request or Cancel Print Request (if you want to cancel it) and press [enter]. Thiswill take
you back to the Report Options Screen as displayed below.

User Response:  Your cursor will be on the Return option where you can press [enter] to delete your output and
return to the Contract Number Screen where you can either enter in another contract number or
tab to the Quit button and press [enter]. Thiswill take you back to the Supplemental Agreement
Program Menu Screen where you can tab to the Exit button and press [enter]. Continue to select
Exit to get out of CARS.

Security Clearance and Questions

Anyone can run reports but you must have authorization to edit datain this system. To obtain authorization,

please contact Kathy Lovett at CN982KL ((850) 414-4139/SC 994-4139) or Quinton Tillman at CN982QT ((850)
414-4156/SC 994-4156) with the following information:

USERID
TITLE
DISTRICT
FIRST NAME
LAST NAME

PRINTER ID

This should be sent from your supervisor. If you have any comments or suggestions, please let us know.
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CHAPTER 2

Section 2-9 Contractor Non-Compliance System

To enter information into the Contractor Non-Compliance System you must select option 16 from the CARS menu

as shown below.

USER: CN982JJ
LAST OPTI ON EXECUTED: 17

1 - CONTRACTOR PAST PERFORMANCE 2 -
3 - SPECS (CENTRAL ONLY) 4 -
5 - | NVOKE SAS | NTERACTI VELY 6 -
7 - LPO/ TRAVEL TRACKI NG ( CENTRAL ONLY) 8 -
9 - PRODUCE CONTRACT CONDI TI ON REPORTS 10 -

11 - QUALI FI ED PRODUCTS LI ST 12 -

13 - CARS DCP MENU 14 -

15 - SUPPLEMENTAL AGREEMENT TRACKI NG 16 -

17 - CONTRACTOR DEBARMENT 18

19 - CHANGE CURRENT PASSWORD X -

ENTER OPTI ON NUMBER ===> 16

DATE: 08/26/98
TIMVE: 4:20 PM

CARS MAI1l N MENU

CONTRACT CLAI M5 TRACKI NG
DELI NQUENT CONTRACTS

I NVOKE CRS MASTER MENU
CONTRACT FAI' NS TRACKI NG
CONTRACT CHANGE TRACKI NG
CONTRACTOR SUSPENSI ON

TRAI NI NG REPORTS/ TRACKI NG
CONTRACTOR NON- COVPLI ANCE
REJECTED PRESTRESS

EXIT CARS

After entering the option number as 16 press the <ENTER> key and the following menu will appear:

MENUL
COVWAND ===>

X -

ENTER SELECTI ON HERE

WORK HOURS NON- COVPLI ANCE

MAI' N MENU

CHOOSE ONE OF THE

FOLLOW NG

EDI T NON- COVPLI ANCE FI LE

PRI NT NON- COVPLI ANCE RECORD

PRI NT NON- COVPLI ANCE REPORT

PRI NT CONTRACTOR AND SUB REPORT

PRI NT NON- COVPLI ANCE SUMVARY REPORT

EXI' T NON- COVPLI ANCE SYSTEM

===>1

To Add or Update an entry in the database select option 1 from the menu shown above and then press <ENTER>.
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After pressing the <ENTER> key the following screen should appear:

~FSEDI T MYLI B. NONCOMP- - = = - - = = < = @ @ e e me e oo oo ee o OBS 1 SCREEN 1
COVMAND ===>
NOTE: THI'S APPLI CATI ON USES 2 SCREENS.

Prime Contractor: 59-2163377 Sub Contractor: 59-2582822

THOMAS MARI NE CONSTRUCTI ON, | NC. TRAFFI C CONTROL PRODUCTS OF FL, INC
8999 HI GH COTTON LANE 5514 CARMACK ROAD

FT. MYERS, FL 33905 TAVPA, FLORI DA 33610-9416

District: 1 State Project No: 06000-3603 F. A.P. No: BRO 0001-(53)
The SUB Contractor payroll listing for the week ended 05/30/98 contains the
following listed violations occurring during this payroll period:

Tot. Hours Add. Goss

Enpl oyee' s Nane Vi ol ation | nproperly \Wages
(L. Name & Initials) Code Date Days Pai d Due Penal ty Tot al
GONZALES, M A 4 05/29/98 1 1.75 $0.16 $0. 16
SPANN, W C. 4 05/19/98 1 1.75 $1.86 $1. 86
Date: 06/17/98 Tot al s: $2. 02 $0. 00 $2. 02
PF1=HELP PF5=REPEAT LOCATE COMVAND PF11=SCREEN 2

PF3=END PF6=DUP RECORD PF7=PREVI OUS RECORD PF8=NEXT RECORD PF9=ADD RECORD

It should be noted that information is presented in atwo screen format and when you first enter the upper part of

the screen is displayed. To view the lower part of the screen, the portion not currently visible, just pressthe
<PF11> key.

The lower portion of the screen is as follows

-FSEDI T MYLI B. NONCOMP- - = = = = = = = o e e e e e e e e e e e e e e m e m o OBS 1 SCREEN 2
COMWAND ===>
Coment s:

M NI MUM WAGE RATE FOR LABORER ON THI S PROJECT IS $6. 69 AND A CRANE OPERATOR | S
$12.56 PER HOUR. MR, GONZALEZ WAS PAID $6. 60 PER HOUR AND MR. SPANN WAS PAI D

$12. 56 PER HOUR, RESPECTI VELY. PLEASE SUBM T A CORRECTED PAYROLLL AND COPI ES OF
THE CHECKS PAYI NG MR. GONZALES $.16 (CENTS) AND MR SPANN $1.86 THAT IS DUE TO
THEM THI S MUST BE SUBM TTED W THI N TVENTY (20) CALENDER DAYS W TH A CHECK COPY

PF1=HELP PF5=REPEAT LOCATE COMVAND PF10=SCREEN 1
PF3=END PF6=DUP RECORD PF7=PREVI OUS RECORD PF8=NEXT RECORD PF9=ADD RECORD

The following describe the PF Keys and what action is taken by pressing each of them.

PF1 Pressing this key will display Help for using the SAS system and would not normally be used by

the user.

PF3 Pressing this key will End the current edit session and redisplay the previous menu.

PF5 Pressing this key will Repeat the L ocate command that was previously entered by the user. To

use the Locate feature see section below.

PF6 Pressing this key will Duplicate the current record. This can be helpful in entering data into the
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systemif current record being reviewed contains much of the same information as the new record
which isto be added. Caution, pressing this key will cause another record to be entered into the
database and if no changes are made to uniquely identify it, each of the duplicated records will
appear as separate entries.

PF7 Pressing this key will display the Next record in the database.

PF8 Pressing this key will display the Previous record in the database.

PF9 Pressing this key will Add a blank record to the database in which the user can enter data.

PF11 Pressing this key will switch the display between the Upper and Lower portion of the screen.

Add a Record

To add arecord the user can select one of two methods.

Method 1 - Adding a Blank Record

After displaying the edit screen, press the <PF9> to add a blank record. Once it is displayed then enter data into
all the fields as necessary. After entering all data all other key operations can be performed just as though you had
just entered the system.

Method 2 - Duplicating Current Record

After displaying the desired record (see Locate a Record below), press the <PF6> key to duplicated the current
record being displayed. Once record has been duplicated (this can be noted by the OBS number shown in the

upper right portion of the screen) the user can then change appropriate information to make this record unique.

The date fields should be entered in Month, Day and Y ear format without the ‘slashes’ (example: June 23, 1998
would be entered as 062398. The system will format the date correctly if it is entered in this fashion.

The dollar amounts fields should be enter without the dollar sign ($) or commas and the system will format the
correctly. (Example $103,278.65 would be entered as 103278.65)

Locate A Record

To locate arecord in the database one of two methods can be used.

Method 1 - Locate by Financial Project ID (Old State Project Number)

To locate by Financial Project ID enter the following on the command line:
L “fin proj 1D’ and then pressthe <ENTER> key

Note: Financial Project ID (Old State Project Number) must be enter surrounded by single quotes.
Example L ‘20758415201
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If there are multiple records for a given Financial Project 1D then you can press <PF5> to repeat the locate
command in effect displaying the next record that meets the locate criteria.

Method 2 - Locate by Observation Number

The SAS programming language that was used to develop this tracking system has a built in feature that assigns an
“ Observation Number” to each record entered. 1f you know the observation number of the record you want to
display, you can enter that number on the Command L ine and then press<ENTER>. Y ou will then be taken
directly to that observation number and all PF keys are functional just as though you had just entered the system
from the menu.

Printed Reports

Several standard output reports of the data entered has been provided. These reports can be accessed from the
Non-Compliance Menu Screen. The following options are available.

2 - Print Non-Compliance Rec.  Thiswill print just the information entered for a single entry in the database.
Y ou must know the observation number in order to use this option.

3 - Print Non-Compliance Rpt. Thiswill print a summary information on all non-compliance records for a
given criteria entered by the user.

4 - Print Contractor and Sub Rpt. Thiswill print a summary of all information for a given contractor or
subcontractor.

How To Know the Observation Number

Once you have added a new record by either method described above, you can determine what the observation
number is by pressing the <PF7> key to move to the ‘ Previous Record’ and then press <PF8> to move back to
record just entered. Look in the top right corner of the screen and the observation number will be displayed next to
the field OBS.

Exiting the Non-Compliance System
To exit the Non-Compliance System you terminate any add/edit session that you are end by pressing the <PF3>

key. Thiswill return you to the Non-Compliance System Menu. From here you just enterd X at “Enter Selection
Here ===>" and then press <ENTER>.
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CHAPTER 2

Section 2-10 Contractor Debarrment System

CARS Menu Option 17

COMVAND ===>
DEBARRMVENT SEARCH UTI LI TY
This utility searches the Florida Debarred Contractors List,
the federal List of Parties Excluded From Federal Nonprocurenent
Programs and the Florida Suspended Contractors list. This search
is put in place to insure that F.D.O T. does not do business with
conpani es or individuals who are debarred.

1. Search For Conpany Nanes.

2. Search For purchasers of bid packages (Letting date).
3. Check job status(TSO | OF).
4. Run Multi search option

Press PF3 to exit the program

F.D.O.T. / Market Analysis Ofice
If you have any problems or questions about using these prograns
pl ease call WNFRED LANGLEY  Suncom 278-6281.

CARS Menu Option 17 - SubMenu Option 1

COMMAND ===>

This function searches the Florida Debarred Contractors List,
the Florida Suspended Contractors list and the federal List of Parties
Excl uded From Federal Nonprocurement Prograns. The Program searches for
words found in the conpany's or individual's name. |If you wish to narrow
the search, type words found in the nanme into the individual fields
bel ow. Exanple : to find Archer Western type Archer into fieldl and
Western into field2.

WARNING !'!'l Do not enbed a quote in the search names.
Exanpl e: Charlie's

Press PF3 to submit program

To exit the program without submitting type CANCEL on the
command |ine and press the ENTER key.
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CARS Menu Option 17 - SubMenu Option 2

The perspective bidders for each letting are loaded into a file within
the BAMS dat abase. This data is | oaded the night before the letting. This
program accesses the list of bidders from BAMS and then searches the
Fl ori da Debarred Contractors , List of Parties Excluded from
Nonpr ocur enent Prograns (Federal), and The Suspended Contractors List.

MVDDYY
FETET

Desired Letting Date

To exit the program wi thout subnmitting type CANCEL on the command
line and press the ENTER key.

|
|
|
|
|
|
|
|
| Fill in the field below and press the PF3 key.
|
|
|
|
|
|
|
|

CARS Menu Option 17 - SubMenu Option 4

COMMAND ===>

(MUL TI SEARCH OPTI ON
This is the multi search option of the debar search prograns.
What you are doing here is editing or creating a data file containing
conpany nanmes you wi sh to search the databases for.

Build a library for pernmanent storage of search records.
Create a new search file in your library.
Edit an existing search file in your library.

wh k=

4. Run a search against an existing search file in your library.

5. TSO | OF( Check job status).

6 ... Directory
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CHAPTER 2

Section 2-11 Contractor Suspension Affiliate Tracking

In addition to our Contractor Suspension Report, you may need to acquire additional information for the affiliates
of a particular contractor by its Vendor Number. The instructions go as follows:

Y ou need not be logged on TSO. If you are, type in the word "logoff" at the ready prompt and press enter key.

Once you are logged off typein the words "L ims" and press the enter key. Y ou are now logged on IMS
(Information Management System).

Press F2 key or clear key to clear your screen.

Typein "CCQTSOIA 00 VENDOR NUMBER" press enter key.

Example: "CCQTSO1A 00 VF591954885002" press enter key. Y ou can now see listings of affiliates. Look on
Column 2 next to the left of the contractor name. Letter "A" indicates an affiliate to the Primary Contractor,
otherwise contractor has no affiliates. Look on the lower bottom screen, if the words "Inquiry Complete" appear, it
indicates end of the report, otherwise you may inquire more data by pressing PA1 key to advance to the next page.
Y ou cannot page back once you advance your page.

To see affiliates per new/same Vendor, Repeat from Step 3.

To exit IMS, press F2 key or clear key, then type in "/RCL" and press enter key.
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CHAPTER 3-IMSTransactions

Section 3-1 Construction Reporting System (CRS)

Once logged onto IMS, type CRSTS01A Project # (9 digit project number with the dash) and press
ENTER - this transaction displays the cost center, current date, current time, contract number, status,
contractor name, engineer in charge, resident office, specification year, original calendar days, present
calendar days, days used, % used, total time extensions before completion, total time extensions after
completion, inspection FAO (federal aid ?) contract dates which include executed, work order, time
began, work began, suspended, resumed, project completed, conditional acceptance, completed, certified,
passed, paid off, last estimate, for 00 weeks, and letting. It also displays the wpitemno, all job numbers
(project numbers) for that wpitemno, original $ amount, present $ amount, regular $ work, earn, wrar,
and 3 remarks lines.

Once logged onto IMS, type CRSTS03A and press ENTER - this transaction tells you if all the districts
have completed running their estimates for the month.

Once logged onto IMS, type CRSTS04A CC# (3 digit cost center number) and press ENTER - this
transaction displays the date, time, resident office, cost center number, engineer, mailing address,
location, telephone number, contract number, 1st job number, ITS wpitem number, current status, date of,
work days, % used, contract amount, % earned, and estimate complete.

Once logged onto IMS, type CRSTS05A Project # (9 digit project number with the dash) and press
ENTER - this transaction displays a summary list of past estimates for thisjob. Thislist containsthe
date, time, page number, contract number, job number, present job amount, estimate number, date of
estimate, amount payable this estimate, regular work to date, $ percent, extrawork to date, and retainage
to date.

Once logged onto IMS, type CRSTS06A Project # (9 digit project number with the dash) and press
ENTER - this transaction displays a list of supplemental agreements for the contract that has the 1st job
that you typed in on the transaction line. Thislist contains the supplmental agreement numbers,
supplemental agreement dates, date the funds are approved, date approved, amount of change, days
accrued, days granted, extrawork, and supplemental agreement codes.

Once logged onto IMS, type CRSTS16A Project # (9 digit project number with the dash) YYMMDD
(supplemental agreement date) and press enter - this transaction displays the contract number, first job
number, supplemental agreement number, supplemental agreement date, amount of change, date funds
approved, date agreement approved, days accrued, days granted, estimated extrawork, S.A. description
code, avoidable/responsible party, cost recovery information, claim/extend information. The fields that
can be updated are date funds are approved, date agreement approved, days accrued, days granted,
estimated extrawork, S.A. description code, avoidable/responsible party, cost recovery review initiated,
and claim/extend limits.

Once logged onto IMS, type CRSTS20A Contract # (5 digit contract number) SA# (2 digit supplemental
agreement number) and press ENTER - this transaction displays the current date, current time, date of
supplemental agreement, supplemental agreement number, contract number, contractor name, resident
office, engineer in charge, job number, county, FAP number, WPl number, local nhame, sequence humber,
item number, unit of measure, new price, new quantity, change, $ amount of change, net amount of
changes. By pressing PF10 from this screen, you will receive item descriptions on this contract,
supplemental agreement.
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10.

Once logged onto IMS, type CRSTS90A (follow the card layout in the CRS manual here) and press
ENTER - this transaction displays the card information for the record (see the card layout in the CRS
manual).

Once logged onto IMS, type CRSM 0400 and press ENTER. Fill in the cost center (required), contract
number (required), job sequence number (required), item id (required), adjustment letter (optional),
supplemental agreement number (optional), and date of supplemental agreement (optional).

Once logged onto IMS, type CRSTSO7A letting month (mm/dd/yy) and press ENTER. This transaction
displays the contract number, 1st job number, cost center number, and new status.
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CHAPTER 3

Section 3-2 Contract Administration System (CAS)

Once logged onto IMS, type CASTS01A Contract # (5 digit contract number) and press ENTER - this
transaction displays the current date, current time, contract number, 1st job number, wpitemno, how many
jobs are on the contract, contract class, calendar days, specification year, letting date, date withdrawn, date
rejected, date awarded, date award cancelled, date executed, date execution was cancelled, date approved,
how many bids were received, contractor number, contract amount, group number, bond holder, cost
center, and work order date.
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CHAPTER 4 - Final Estimates Programs

Section 4-1 UnPaid Bills

FLORIDA DEPARTMENT OF TRANSPORTATION

OFFICE OF ESTIMATES

UNPAID BILLSINQUIRY SYSTEM

In order to provide a means for Final Estimates personnel to store, manage and report on data relating to unpaid
bill claims, Engineering Support Services has developed a menu driven data entry and reporting system that

provides easy access to current and historical State project claim information.

To access the system you must have a valid TSO userid and be granted authority to access the system menus. Some
users will be granted update authority while others will only be able to read the database.

ACCESSING THE SYSTEM

STEP1- LOGON to TSO.

METHOD 1: Direct TSO access.

0 At the DOTNET screen type TSO and press ENTER.

o Enter your userid and press ENTER.

o Enter your password and press ENTER.

0 At the Master Application Menu, press PF3 to exit to the TSO READY Prompt.
METHOD 2: TSO through the SUPSESS facility.

0 At the DOTNET screen, type SUPSESS and press ENTER.

o Enter your userid and press ENTER.

o Enter your password and press ENTER.

0 Place the cur sor beside the TSO option and press ENTER.

0 At the Master Application Menu press PF3 to exit to the TSO READY prompt.

STEP 2- Atthe READY prompt type EST and press ENTER. This will make the proper allocations for
accessing the Estimates Command Library. The READY prompt will reappear.

STEP 3- Type FEUNPAID and press ENTER. The Block Menu on the following page will appear.
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** NOTE: You may get a message warning you that a SASUSER profile does not exist. If so, one will be created
for you. This only occurs the first time you access the system. Also, in TSO when you see *** | thisis a pause.
Press ENTER to continue.

SPECIAL NOTES:

DISTRICT/TURNPIKE USERS - If you are a District or Turnpike user, you will only have access to edit data
that has been entered by your district. Y ou may however report on all claim data. Central Office has master access
to all data. If you need information on a claim that is not being maintained by your office, please contact Central
Office Final Estimates Administration Staff.

CONTRACT NUMBER FLAG '*' - Contracts that are being maintained in Central Office are flagged with an
*'. Digtrict users will only be able to edit Contracts entered in their District. If you need any information on
another Contract, contact Central Office.

DATES - All dates will be formatted in MM/DD/YY Y'Y format. Y ou may enter them as 01/01/1993 or 01011993.
If you choose the latter, when the enter key is pressed or an PF key is pressed, it will be formatted automatically.
Thisis true throughout the system.

DOLLAR FIELDS- All dollar amount fields are formatted in DOLLAR format (for example $0,000.00). After
entering a value and pressing ENTER or a PF key the value will be displayed appropriately. IMPORTANT: Be
careful how you enter these fields. For example, if you enter 10, it will become $00.10 (10 cents). If you enter
10.00 or 1000 it will become $10.00 (ten dollars). Y ou may enter the exact figure $10.00 if you wish.

SELECTION LIST - Throughout the system there are selection lists for Contractor/Vendor information (ie.
names and vendor numbers). It is considered to be the "short version” of the name and may contain some
truncated characters.

SEARCHING USING THE FIND COMMAND - Fromtime to time it may be necessary to perform searches

either during an edit session or especially while using the Selection Lists (see page 6). To do this you can use the
FIND command. The FIND command finds and displays an observation meeting certain criteria. When editing,

specify the criteria as follows:

FIND (F for short) VARIABLE COMPARISON OPERATOR VALUE

where VARIABLE = SAS variable name (place cursor on field and press PF1 to see the SAS variable name)
COMPARISON OPERATOR = one of the following, =, 1=, >, >=, <, <=, EQ, NE, GT, GE, LT, LE

VALUE = avalid value for the variable.

EXAMPLE: FIND CONTRNUM ='12345' Note: Use quotes (') if the value is a character string ($char.).

When searching through a Selection List, specify the following:

FIND (F for short) VALUE

where VALUE = avalid value for the item in the selection list the value can al or part of the string.

EXAMPLE: FIND 'AJAX" or FIND 'AJAX PAVING' Note: Use quotes (') if the value is a character string
($char.).
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For additional help with the FIND command, type HELP FIND on the command line or reference the SAS/FSP
manual.

SYSTEM MESSAGES - You may from time to time receive messages in the upper left hand corner of the screen.

Thisareais used to notify you that an invalid entry was made, provide instructions, some task is occuring, the
information does not exist or that the program is processing.

PRIMARY MENU

The following sections will explain each block option. To select an option, place your cursor on the block and press
ENTER. If you have mainframe mouse capability, you may click on your selection and achieve the same results.

OPTION1-EDITFILE

The Unpaid Bills Inquiry system provides an option to edit the database contents in "full screen mode". If you
select this option the following screen appears.

Contract number: job number: -
Project id:
District: __ county:

Primary contractor vendor number: (enter ? for a list)
Vendor name:

Is the claim against the primary contractor (y or n): _

Company claim is against:
(Enter ? for a list)
Company making claim:

Date received: (mnmddyyyy)
Amount of claim:

Complaint resolution status:
(R)esolved (u)nresolved

On the following page is a brief description of each field, its variable name/format and any other special handling
which it requires. Below is summary of PF key definitions.

PF1- FSEDIT Help

PF3 - Ends the edit session and saves all changes

PF4 - Creates a New record with defaults set and blank fields
PF5 - Delete arecord.

PF6 - Duplicates the current displayed observation
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PF7 - Scrolls back through the data base
PF8 - Scrolls forward through the data base

CONTRACT NUMBER - (CONTRNUM - $CHAR5.) FDOT Contract Number

JOB NUMBER -(JOBNUM - $CHAR10.) consist of (JOBPART1 - $CHARS. and JOBPART2 - $CHARA4.)
FDOT Project Number.

PROJECT ID - (FINPROJ - $CHAR14.) NEW "One-Number" field which replaces the Job Number.

DISTRICT - (DISTRICT - $CHAR2.) FDOT District Number. Two digits. For example, 02 = District 2. If you
enter just 2, the system will add the leading 0 automatically. For District usersthisfield is automatically set when
adding entries and is protected. Central Office may enter records in any District. Turnpike is District 08.

COUNTY - (COUNTY - $CHAR2.) FDOT County Number.

PRIMARY CONTRACTOR VENDOR NUMBER - (PRIMVEND - $CHAR14.) Primary Contractor's VVendor
Number. The fields value may be entered from the provided selection list or manually entered. See page 6 for more
on selection list use.

VENDOR NAME - (PRIMNAME - $CHAR40.) Primary Contractor's Name. If the vendor number (above) is
taken from the selection list, thisfield is automatically entered. Otherwise the user must manually enter it's
contents. See page 6 for more on selection list use.

ISTHE CLAIM AGAINST THE PRIMARY CONTRACTOR (Y OR N) - (PRIMQUES - $CHARL.) Thisyes
(Y) or no (N) field is used to identify if the claim is against the Primary Contractor and is used in reporting.

If (Y), the below CLAIMEE field is automatically set.

COMPANY CLAIM ISAGAINST - (CLAIMEE - $CHAR40.) Company the claim is against. This may or not
be the Primary Contractor. If a(Y) is placed in the PRIMQUES field, thisfield is automatically set. If not the user
must manually enter it's value.

COMPANY MAKING CLAIM - (CLAIMANT - $CHAR40.) Company making claim. This may or not be the
Primary Contractor. The user may select from a selection list or manually enter the fields contents. See page 6 for
more on selection list use.
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DATE RECEIVED - (DATE - NUM 8. Format = MMDDY Y 10.) Date the claim was received. See Page 2
"Special Notes' on entering dates.

AMOUNT OF CLAIM - (AMOUNT - NUM 8. Format = DOLLAR14.2) Dollar amount of claim. See Page 2
"Special Notes' on entering dollar values.

COMPLAINT RESOLUTION STATUS - (COMRESST - $CHAR10.) Complaint resolution status. This field is
automatically set to UNRESOLVED when new records are added. This field can be changed to RESOLVED by
entering an R in the first position. (UNRESOLVED - U )

USING SELECTION LIST

Within the Unpaid Bills Inquiry system there are numerous occasions when the user is given the opportunity the
utilize a"Selection List" as a means of entering new datainto the system or specifying criteria while running
reports. The list is accessed by placing a question mark (?) in the field and pressing enter. The list will include the
entries that are available from the system. However, you may enter the values manually if the desired value is
unavailable in the list. Y ou may use the FIND command to locate a desired entry (see page 2 " Special Notes") or
scroll through the list using PF7 and PF8. Instructions are included in the list window header and system message
area (see page 2 "Special Notes").

Selection process during edit sessionsiis as follows:

Place a? in the field and press ENTER. Below is an example Selection List screen.

Place the CURSOR on a Vendor and Press Enter to Select......

Select Data
COMMAND ===>

PF7-PF8 to Scroll or use the FIND Command (PF5=RFIND), PF3 When Complete

ABCO INDUSTRIAL PAINTING
AMERICAN DISTRICT TELEGRAPH COM
A.L.A.D. CONSTRUCTION CO

ABHE & SVOBODA, INC.

AIMEE CONSTRUCTION COMPANY, INC
AIRPORT MARKINGS, INC.

AJAX CONSTRUCTION INC.

Follow the instructions provided. Use the FIND (Note: PF5 issues a repeat find command) or scroll through the
list. Place the cursor on your selection and press enter (or click if mouse support is available) to select. An* will
appear next to the selection. Press PF3 and the value is entered into the field automatically.

Selection process during reporting sessionsis as follows:
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Place a? in the field and press ENTER. Below is an example Selection List screen.Follow the instructions

Place the CURSOR on a Contractor and Press Enter to Select........

Select Data
COMMAND ===>

USE PF7 & PF8 TO SCROLL OR USE THE FIND COMMAND, (PF5 = RFIND)

VF382369567002 AJAX PAVING INDUSTRIES INC
VF592554039002 AMERICAN LIGHTING &
VF592871935002 ANDERSON COLUMBIA CO INC
VF363285002001 ARCHER WESTERN

VF363286318001 ARCHER WESTERN CONTRACTORS LTD
VF591418285001 ASPHALT PAVERSINC

VF650183589001 BALFOUR BEATTY CONSTRUCTION INC
VF570880879001 BALLENGER PAVING CO INC
VF591104806003 BERGERON LAND DEV INC BERGERON
VF592319514002 BETTER ROADS INC.

VF590558678001 BREWER CO OF FLORIDA INC
VF591648567001 BULGER CONTRACTING CO
VF591000981001 C A MEYER PAVING & CONSTRUCTION
VF631070597001 CBC CONSTRUSTORS INC
VF590855996002 CHADBOURNE EDWARD M INC
VF650240625001 CMA CORPORATION

provided. Use the FIND (Note: PF5 issues a repeat find command) or scroll through the list. Place the cursor on
your selection and press enter (or click if mouse support is available) to select. The value is entered into the field
automatically. The primary difference here is that you only have to press enter and not follow with PF3.

OPTION 2 - PRINT OPTIONS

This option provides a means of producing several reports. On the following page is the "Print Options Menu".
Each report screen will provide the user flexibility in report criteria. Over the next several pages are example
screens with instructions and references to example reports which are attached to this document.

ALL PRIMARY
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+ +
Final Estimates Unpaid Bill Reporting

** All Primary Report: Thisreport producesalist of all ~ **
** claims against or under al primary contractorsbased on  **
** the selection criteria below. **

STEP 1=>PLACE AN "X" BESIDE ONE OF THE GEOGRAPHIC OPTIONS BELOW:
_YOURDISTRICT _ENTIRESTATE __DISTRICT

STEP 2 =>PLACE AN "X" BESIDE ONE OF THE STATUS OPTIONS BELOW:
_RESOLVED _UNRESOLVED _ BOTH

STEP 3 => ENTER A DATE RANGE (MMDDYY YY) FROM: TO:
STEP 4 => PLACE THE CURSOR ON ONE OF THE OPTIONS BELOW AND
PRESS THE ENTER KEY.
(RUN) (RETURN TO PREVIOUS MENU)
+ +

Begin by placing an X next to a geographic area.

0 YOUR DISTRICT - All claims made in the user's District

0 ENTIRE STATE - All claims made in the State

o DISTRICT - If you are a District user this field will reflect your district number. If
you are a Central Office user, you may enter a specific District to
report on.

Next, select aresolution status option.

0 RESOLVED - Complaint Resolution Status = RESOLVED
0 UNRESOLVED - Complaint Resolution Status = UNRESOLVED
0 BOTH - Both RESOLVED and UNRESOLVED

Finaly, enter a date range (format = MMDDY Y 10.). If you want the entire file leave both fields blank.
0 FROM - Beginning date
oTO - Ending date

PRESS (or click if mouse support is available) RUN or RETURN.

VWhen conplete the "Qutput Options Menu" will appear. (see page 14)

(SEE ATTACHMENT A FOR EXAMPLE OUTPUT)
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SELECT PRIMARY

Final Estimates Unpaid Bill Reporting

kkhkhkkkhhkkkhhhkkhhhkkhhhkhhhkhhhkhhhkhkhhkhhhkhkhhkhkhhkhkhhkhkhhhkhhhkhhhkhdhhkhdhhkhkhhkhkhkhkhkkkxk*x%

** Select Primary Vendor Report: This report will produce alist of **
** claims against or under a selected primary contractor. *x

khkkkhkhkkhkhhkhkhhkkhhhkhhhkkhhhkhhhhhhhhhhkhhhkhhhkhhhhhhhhhhkhhhkhhhkhhhhkhhhkhhhkhkkkd*x

STEP 1 =>ENTER THE VENDOR NUMBER BELOW:
(Enter ?for List)
STEP 2 => PLACE AN "X" BESIDE ONE OF THE GEOGRAPHIC OPTIONS BELOW:
_YOURDISTRICT _ENTIRE STATE __ DISTRICT
STEP 3=>PLACE AN "X" BESIDE ONE OF THE STATUS OPTIONS BELOW:
_RESOLVED _ UNRESOLVED _ BOTH

STEP 4 => ENTER A DATE RANGE (MMDDYYYY)FROM: TO:
STEP 5 => PLACE THE CURSOR ON ONE OF THE OPTIONS BELOW AND
PRESS THE ENTER KEY .
(RUN) (RETURN TO PREVIOUS MENU)

Begin by selecting a Primary Contractor using the selection list (see page 7 for more info) or manually entering the
value.

Next, place an X next to a geographic area.

0 YOUR DISTRICT - All claims made in the user's District
0 ENTIRE STATE - All claims made in the State
o DISTRICT - If you are a District user this field will reflect your district number. If
you are a Central Office user, you may enter a specific District to
report on.

Select aresolution status option.

0 RESOLVED - Complaint Resolution Status = RESOLVED
0 UNRESOLVED - Complaint Resolution Status = UNRESOLVED
0 BOTH - Both RESOLVED and UNRESOLVED

Finally, enter a date range (format = MMDDY Y 10.). If you want the entire file leave both fields blank.
0 FROM - Beginning date
oTO - Ending date

PRESS (or click if mouse support is available) RUN or RETURN.
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VWhen conplete the "Qutput Options Menu" will appear. (see page 14)

(SEE ATTACHMENT B FOR EXAMPLE OUTPUT)

ALL CONTRACTOR

Final Estimates Unpaid Bill Reporting

khkkhhkkhhkhhhkhhdhdhdhdhhhdhdhhhdhddhdddhhhdhdhdhddhddhddhdhhddrdddddddrdrdrdrdxdx*

** Al Contractor Report: This report produces a list of all *x
** Contractors and cl ai ns agai nst them based on the selection **
** criteria bel ow. *x

khkkhhkkhhkhhhkhhdhdhdhdhhhdhdhhhdhddhddhdhhhddhddhdhddhddhddrdrdhddrdddddddrdrdrdrdxdx*

STEP 1 => PLACE AN "X' BESI DE ONE OF THE GEOGRAPHI C OPTI ONS BELOW
_ YOUR DI STRI CT ENTI RE STATE DI STRI CT
STEP 2 => PLACE AN "X' BESI DE ONE OF THE STATUS OPTI ONS BELOW
RESOLVED UNRESOLVED BOTH
STEP 3 => ENTER A DATE RANGE (MVDDYYYY) FROM ___ TOo
STEP 4 => PLACE THE CURSOR ON ONE OF THE OPTI ONS BELOW AND
PRESS THE ENTER KEY.

(RUN ) (RETURN TO PREVI OUS MENU)

Begi n by placing an X next to a geographic area.

o YOUR DI STRI CT - Al clains nade in the user's District
o ENTI RE STATE - Al clains nade in the State
o DI STRICT - If you are a District user this field will reflect

your district nunber. If you are a Central Ofice
user, you mayenter a specific District to report on.

Next, select a resolution status option.

0 RESCOLVED - Conpl ai nt Resol ution Status = RESOLVED
0 UNRESCLVED - Conpl ai nt Resol ution Status = UNRESCLVED
o BOTH - Both RESOLVED and UNRESCLVED

Finally, enter a date range (format = MVDDYY10.). If you want the entire file
| eave both fields blank.

o FROM - Begi nning date
o TO - Ending date
PRESS (or click if nouse support is available) RUN or RETURN
VWhen conplete the "Qutput Options Menu" will appear. (see page 14)

(SEE ATTACHMENT C FOR EXAMPLE QUTPUT)
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ONE CONTRACTOR

Final Estimates Unpaid Bill Reporting
R IR Sk S Sk Sk S S R S S R R S S R Rk kS R Ik Sk S S S S S R S
** Sel ect Contractor Report: This report produces a listing of all **
** clains against a selected Contractor based on the criteria bel ow **
R SR S S Sk Sk S S R S S S S S S R I S O S S S S O S R R Sk S S Sk S S R R
STEP 1 => ENTER THE VENDOR NAME BELOW
(Enter ? for List)

STEP 2 => PLACE AN "X' BESI DE ONE OF THE GEOGRAPHI C OPTI ONS BELOW
_ YOUR DISTRICT _ ENTIRE STATE __ DISTRICT
STEP 3 => PLACE AN "X' BESIDE ONE OF THE STATUS OPTI ONS BELOW
_ RESOLVED _ UNRESOLVED _ BOTH
STEP 4 => ENTER A DATE RANGE (MVDDYYYY) FROM T
STEP 5 => PLACE THE CURSOR ON ONE OF THE OPTI ONS BELOW AND

PRESS THE ENTER KEY.
(RUN ) (RETURN TO PREVI OUS MENU)

Begin by selecting a Contractor using the selection list (see page 7 for nore
info) or manually entering the val ue.

Next, place an X next to a geographic area.

o YOUR DI STRI CT - Al clains nade in the user's District
o ENTI RE STATE - Al clains nade in the State
o DI STRICT - If you are a District user this field will

reflect your District Nunmber. If you are a Central
O fice user, you may enter a specific District to
report on.

Sel ect a resolution status option.

0 RESCOLVED - Conpl ai nt Resol ution Status = RESOLVED
0 UNRESCLVED - Conpl ai nt Resol ution Status = UNRESCLVED
o BOTH - Both RESOLVED and UNRESCLVED

Finally, enter a date range (format = MVDDYY10.). If you want the entire
file | eave both fields blank.
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o FROM - Begi nning date

o TO - Ending date
PRESS (or click if nouse support is available) RUN or RETURN

VWhen conplete the "Qutput Options Menu" will appear. (see page 14)

(SEE ATTACHMENT D FOR EXAVPLE QUTPUT)
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PRIMARY TABLE

Final Estimates Unpaid Bill Reporting

Rk I S S R AR S R R R Rk o R R e Rk Sk S S I R S S R R

** PRI MARY CLAI M5 TABLE: This report will produce a table that **
** indi cates how many cl ai s were nmade agai nst or not agai nst **

** Primary Contractors during the specified date range. **
EE Rk S S I S b R S S I S S S R I 2 kS O R kS I S R S S

STEP 1 => Enter a date range (MVDDYYYY):

FROM TO

Enter a date range (format = MVDDYY10.). If you want the entire file
| eave both fields blank.

o FROM - Begi nning date

o TO - Ending date

PRESS (or click if nouse support is available) RUN or RETURN
VWhen conplete the "Qutput Options Menu" will appear. (see page 14)
(SEE ATTACHMENT E FOR EXAMPLE QUTPUT)

PRI NT OPTI ONS HELP
Below is the contents of the Print Options Help.

Fromthe Print Options Menu, you may sel ect an option by placing the
CURSOR on a bl ock and pressing ENTER. You may use a nouse if one is avail able.
You may receive anot her panel which provides the steps necessary to process

t he request.

1) Al Primary - This option will generate a listing of ALL Primary
Contractors and any clai ns under or agai nst them

2) Select Primary - This option will generate a listing of a SELECTED
Primary Contractor and any clai ns under or agai nst them

3) Al Contractors - This option will generate a listing of ALL
Contractors and cl ai ns agai nst them

4) Select Contractors - This is option will generate a listing of a
SELECTED Contractor and cl ai mrs agai nst them
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5) Primary Table - This option will produce a table that illustrates how
many of the clains are agai nst and not agai nst each primary Contractor.

A "Desk Reference" manual is available fromCentral Ofice. To receive a
copy, please contact one of the sources bel ow.
If you need assistance with this system and/ or procedures, please

contact the Final Estimates Adm nistrative Squad or Engi neering Support
Services at Suncom 277-4225.

OUTPUT OPTIONS MENU

Bel ow i s the Qutput Options Menu.

Qut put Options Menu
PF1 FOR HELP

o] To VI EWout put, place the CURSCR bel ow and press ENTER
(VI EW REPORT)
VI EW Key Defs - PF3-End PF7-Back PF8-Forward PF10-Left PF11-Ri ght

o] To PRINT, place an X beside an out put destination.

Enter the nunber of copies of the printed output ==> __
Qut put Destination Renote Printer ID (ex: RMI8)
(RETURN TO MAI N MENU) (SUBM T PRI NT REQUEST)
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Bel ow are instructions for printing and/or viewi ng the output. This
information is also available in the on-line Help Option (PRESS PFl1 while
view ng this screen).

The Unpaid Bills Inquiry System provi des you the opportunity toview the report
generated or receive a hardcopy report, or both.

If your selection criteria is net successfully, you will receive the
"Qutput/Print Options Menu". From here you may verify that your query was
successful by selecting the VIEWQUTPUT option at the top of the screen. By
pl acing the CURSOR on this field and pressing ENTER, you will receive a list
of the report generated. To return, press PF3 (ONE TIME) or type END on the
Command Line and press ENTER You will return and be allowed to view again,
print or exit.

If you choose to print, tab to "Qther CQutput Destination" and enter a renote
nunber. (EX: RMI8) Also, there is a place to enter the nunber of copies you
like to receive. If you fail to enter this information, the systemw | pronpt
you to enter the nunber of copies desired. To rel ease the report, place the
CURSOR on the SUBM T PRI NT REQUEST push button and press the ENTER key. You
may print the output or viewit as many times as necessary. To EXIT place the
CURSOR on the RETURN button and press ENTER The systemw ||l assune you are
finished and exit deleting the output.

OPTION 3- CON RESOLUTION (MASS CONTRACT RESOLUTION)

Final Estimates Unpaid Bill Reporting

khkhkkhkhkhhhhhdhhhhdhhhdhdhhhdhhdhhdhhdhhdhhhdhdhhdhddrhdhddrhdddrdhdrdrdhdrdrddrrddxx

** By entering a contract nunber bel ow and pressing the RUN *
** "push button” all records with that contract nunber will *

** have the "Contract Resolution Status" changed to "Resol ved" *
EE IR S Sk I S b S S S S S S kR S I kS kS S bk S R R Sk S

STEP 1 ===> ENTER THE FDOT CONTRACT NUMBER BELOW
(5 DA T (EX 12345))

STEP 2 ===> PLACE THE CURSCR ON ONE OF THE OPTI ONS BELOW AND
PRESS THE ENTER KEY.

(RUN ) (RETURN TO PRI MARY MENU)
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Enter a valid FDOT Contract nunber.
PRESS (or click if nouse support is available) RUN or RETURN

VWhen conpl ete the "Qutput Options Menu" wll appear.

OPTION4-HELP

Below is the contents of the General Help. (subject to change)

SYSTEM OVERVI EW This systemwas witten to assist the FDOI Final Estinates
Ofice enter and report on Unpaid Bill O ains. The system provides a data
entry panel for new and/or existing clains as well as reporting features. If
you are a district user, you will only be able to work with data in your
District. Central Ofice has access to all Contracts. There is also an option
to resolve all of a Contract's Clains by entering the Contract Nunber one
time.

Fromthe Primary Menu, you may select an option by placing the CURSCR on a
bl ock and pressing ENTER You may use a nouse if one is available. You may
recei ve anot her panel which provides the steps necessary to process the
request.

A "Desk Reference" manual is available fromCentral Ofice. To receive a copy,
pl ease contact one of the sources bel ow

If you need assistance with this system and/ or procedures, please

contact the Final Estimates Adm nistrative Squad or Engi neering Support
Services at Suncom 277-4225.

OPTION 5- EXIT

This option will return you to the TSO environnent. To | ogoff TSO, be at the
READY pronpt and type SO (signoff) or LOGOFF and press ENTER

If you have any questions or suggestions for inprovenent to this system
pl ease contact Central Ofice Final Estimates Adnministration at SUNCOM 277-
4225, (904)487-4225.
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CHAPTER 4 - Final Estimates Programs

Section 4-2 Condition Status Report

To be included at a later date!
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CHAPTER 4 - Final Estimates Programs

Section 4-3 Miscellaneous

To be included at a later date!
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CHAPTER 5 - Engineering Programs

Section 5-1 PC-CRS

To be included at a later date!
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CHAPTER S5

Section 5-2 Engineering Menu

To be included at a later date!
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CHAPTER S5

Section 5-3 Miscellaneous

To be included at a later date!
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